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To: Distribution List

Subj: REGULATI ONS FOR LEAVE, LIBERTY, AND ADM NI STRATI VE ABSENCE
Encl: (1) LOCATOR SHEET

1. Purpose. To update regulations and policies on |eave, liberty, and
admi ni strative absence.

2. Cancellation. MCO P1050. 3G
3. Information

a. Appendix A contains definitions of words and terms that are not
defined in the text of this Mnual

b. Refer to the current edition of directives that are cited in this
Manual

c. The following web sites are sources for accessing DoD publications
and obtaining additional information regarding Air Mbility Conmand (AM)
travel procedures.

http://web7.whs.osd. mil/corres. htm
http://public.scott.af.nmil/hgant

4. Summary of Revision. This revision contains a substantial nunmber of
changes. The major nodifications to this Manual are as foll ows:

a. PARACGRAPH 1003. darifies delegation of authority to grant |eave,
liberty, and adm nistrative absence.

b. PARAGRAPH 2005.2. darifies procedures on conputing chargeabl e
days of |eave.

c. PARAGRAPH 2005.3, 2005.6 and PARAGRAPH 3001.2. dCarifies
conbi ning special liberty and | eave policy and AMC Space Avail abl e
si gn-up procedures.

d. PARAGRAPH 2008. Adds special |eave accrual eligibility and
clarifies authorizing officials.

e. PARAGRAPH 2009.2. Mdifies adnministrative requirenents for PCS
delay en route for 46 days or nore.

f. PARAGRAPH 2012.5. Modifies information concerning energency | eave
i nvol ving funded | eave travel

g. PARAGRAPH 2012.6. Cdarifies Marine Corps verification policies
regardi ng enmergency | eave.
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h. PARAGRAPH 2014. Adds authorization for Rest and Recuperation
(R&R) | eave for nornmal and contingency operations.

i. PARAGRAPH 2016. dCarifies and adds references for adm nistering
the Environnmental and Moral e Leave (EM.) Program

j . PARAGRAPH 2024. Adds foreign | eave adnministrative and security
requi renents.

k. PARAGRAPH 2027. Defers to MCO 1050.16 for appellate |eave
procedures.

| . PARAGRAPH 4001.2b. Sinplifies administrative procedures for duty
or shift personnel.

m  PARAGRAPH 4008.3. Sinplifies adm nistrative procedures for |eave
accounting in general and for geographically separated conmands.

n. PARAGRAPH 5002.2e. Adds information pertaining to perm ssive TAD
for house hunting and job search

0. PARACGRAPHs 5003 and 5004. Adds information pertaining to
perm ssive TAD for birth and for adoption

p. PARAGRAPH 5005. Adds information pertaining to Transition
Per m ssi ve TAD.

g. APPENDI X A DEFINI TIONS. Updat ed.

5. Recomendation. Recomendations concerning this Manual are invited
and will be submtted to the Cormandant of the Marine Corps (MPO 40) via
the appropriate chain of comrand.

6. Certification. Reviewed and approved this date.
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MARADM N 351/ 00

R 1213297 JUL 00 ZYW

FM CMC WASHI NGTON DC/ / MVEA- 11/ /

TO MARADM N

BT

UNCLAS //N01050//

MARADM N 351/ 00

M5G DY GENADM N/ CMC MVEA- 11/ /

SUBJ/ MCO P1050. 3H CH 1. RECGULATI ONS FOR LEAVE, LIBERTY, AND

/ ADM NI STRATI VE ABSENCE/ /

RMKS/ 1. PURPOSE. TO DI RECT PEN CHANGES TO THE BASI C ORDER

2. ACTION

A, PAGE 2-8: PAR 3D, EXAMPLE (1) LINE 3, CHANGE "01" TO "02".

B. PAGE 2-8: PAR 3D, EXAMPLE (2) LINE 3, CHANGE "02" TO "03".

C. PACE 2-13: DELETE PAR 2013 IN I TS ENTI RETY. RENUMBER SUBSEQUENT
PARAGRAPHS ACCORDI NGLY.

D. PAGE 2-19: PAR 2025: ON TITLED TEXT, CHANGE "SMCR' TO "FMCR'.
E. PAGE 4-5, PAR 4002.3, FIRST SENTENCE: CHANGE "ORI G NAL" TO "A
COPY" AND CHANGE THE PHRASE "A COPY" TO "THE ORI G NAL".

3. FILING I NSTRUCTI ONS. FILE TH S CHANCGE | MVEDI ATELY FOLLOW NG THE
SI GNATURE PAGE OF THE BASI C ORDER.

4. PCC | S MGYSGT HOSEA, CMC (MPO-40), DSN 278-9386.//

BT



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3280 RUSSELL ROAD
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MCO P1050. 3H Ch 2
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MARI NE CORPS ORDER P1050.3H Ch 2

From Commandant of the Marine Corps
To: Di stribution List

Subj: REGULATI ONS FOR LEAVE, LIBERTY, AND ADM NI STRATI VE ABSENCE
Ref : (a) DoD Directive 1327.5, Leave and Liberty

1. Purpose. To provide clarification and appropriate pen changes
to the basic Order per the reference.

2. Infornmmtion

a. Based on questions and requests for information fromthe
users of the basic Order, it is apparent that clarification is
required. This change provides information regarding the
conbi ning of | eave and special liberty, the use of transition
Perm ssive Tenporary Additional Duty (PTAD), and the eligibility
for authorized use of PTAD at the time of the birth of a child.
Thi s change provides clarification and ensures conpliance of this
Order with the reference.

b. Marines may not request or execute nultiple periods of
| eave separated by weekends for the purpose of extending the
| eave period or reducing the nunber of |eave days taken, thereby
avoi di ng chargeabl e | eave over a weekend. |In cases of extenuating
or unforeseen circunstances in which a Marine needs to request
| eave, e.g., on a Mnday, follow ng expiration of |eave on Friday,
the decision rests with the comuander.

c. Authorization for Marines to utilize transition PTAD in
five day increnents applies only to situations that neet specific
criteria outlined in PARAGRAPH 5005.4 of the basic Order, and
does not apply to OCONUS-based Marines (per PARAGRAPH 5005. 3)
or any form of | eave.

3. Action

a. PARAGRAPH 2005.2.b. Followi ng the "Scenario 2" PARAGRAPH,
del ete the entire PARAGRAPH that begins with "Note: Marines may
not " and ends with "...no abuses of the |eave program"

b. PARAGRAPH 2005.3. Renove the PARAGRAPH in its entirety and replace it with
the foll owi ng new PARAGRAPH 2005.3: "3. Conbining Leave and Special Liberty.

Marines are authorized to take |l eave in conjunction with special liberty. Leave may
comence i nmedi ately upon term nation of a special liberty period, or terni nate just
prior to the commencenent of a special liberty period. However, it is enphasized
that | eave nust commence and terminate in the vicinity of the local area of the
Marine’s Primary Duty Station. Once |eave starts, and until it ends, all included
cal endar days (duty days, non-duty days, weekend days, special |iberty days,

hol i days) are to be charged as
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time and date they are signed out on |eave until the tinme and date
they are signed in fromleave. Marines departing the |local area
prior to conmrencenent of authorized | eave, or failing to return

to the local area prior to its expiration, are considered to be

in an unaut hori zed absence status. The intent of authorizing the
combi nation of | eave and special liberty is to allow Marines to take
| eave prior to, or after, special liberty wthout having to use
annual | eave days to cover those days designated as special liberty.
The intent is not to avoid charging included weekend, holiday, and
special liberty cal endar days as |eave for Marines. The follow ng
exanple applies: A Marine is authorized | eave for the period of

20 Decenber through 3 January and renmains in the |ocal area. The
Marine signs out on |leave on 19 Decenber and signs in fromleave

on 4 January. This Marine should be charged for |eave for the
entire period of 20 Decenber through 3 January, regardless of the
fact that there nay have been two periods (Christnas and New Year)
of special liberty during the Marine's |eave period."

c. PARACGRAPH 5003. Add the follow ng sentence i medi ately
after the first sentence of this PARAGRAPH. "This authorization
may be extended to unmarried nmale Marines in circunstances such
as, but not limted to, when the unmarried mal e Marine has
sol e-cust ody of the baby."

4. Recommrendation. Recomendations concerning this Manual are
invited and will be submtted to the Conmmandant of the Marine
Corps (MPO-40) via the appropriate chain of command.

5. FEiling Instructions. File this change inmediately foll ow ng
the signature page of the basic Oder.

6. Certification. Reviewed and approved this date.

S. T. NSON
By direction
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MARADMIN 492/04

Date signed: 11/08/2004MARADMIN Number: 492/04

Subject: MCO P1050.3H, CH 3 AND CLARIFICATION OF REGULATIONS FOR
LEAVE

R 082247Z NOV 04

FM CMC WASHINGTON DC(uc)

TO AL MARADMIN(uc)

MARADMIN

BT

UNCLASS

MARADMIN 492704

MSG1D/GENADMIN/CMC WASHINGTON DC MP//

SUBJ/MCO P1050.3H, CH 3 AND CLARIFICATION OF REGULATIONS FOR LEAVE//
REF/A/DOC/CMC/04FEB2000//

NARR/REF A IS REGULATIONS FOR LEAVE AND LIBERTY//

POC/L. A. BAUER/MAJ/MPO/-/TEL:COML (703) 278-9387/TEL:DSN 278-9387//
GENTEXT/REMARKS/1. PURPOSES. TO DIRECT CHANGES TO REF A TO CLARIFY
POLICY PERTAINING TO DEPARTING ON AND RETURNING FROM LEAVE AND
LIBERTY.

2. THE INTENT OF THIS REVISION IS TO ENSURE MARINES DEPARTING ON
AND RETURNING FROM AUTHORIZED LEAVE AND LIBERTY UTILIZING A POV,

DO SO DURING DAYLIGHT HOURS.

3. REMOVE PARAGRAPH 2005.2 OF REF A IN ITS ENTIRETY AND REPLACE

IT WITH THE FOLLOWING NEW PARAGRAPH 2005.2:

"2. DAY OF DEPARTURE AND DAY OF RETURN.

A. LEAVE BEGINS AND TERMINATES IN THE LOCAL AREA. THE LOCAL

AREA 1S THE PLACE WHERE THE MARINE RESIDES AND FROM WHICH HE/SHE
COMMUTES TO THE DUTY STATION (AS ESTABLISHED BY THE LOCAL
COMMANDER). LEAVE WILL BE CHARGED FOR ALL CALENDAR DAYS, DUTY

DAYS AS WELL AS NON-DUTY DAYS. A DUTY DAY IS DEFINED AS A DAY

IN WHICH A MARINE IS EXPECTED TO BE AT THEIR PLACE OF WORK FOR
APPROX EIGHT HOURS. THE MAJORITY OF A DUTY DAY IS DEFINED AS

BEING GREATER THAN FIFTY PERCENT OF THAT DUTY DAY/WORK HOURS,

I1.E. BEING PRESENT FOR MORE THAN FOUR HOURS OF WORK. WHEN A

MARINE WORKS THE MAJORITY OF A DUTY DAY IT IS NOT COUNTED AS

A DAY OF LEAVE. ASSUMING A 0700 - 1700, MONDAY THROUGH FRIDAY

DUTY SCHEDULE, THE FOLLOWING SCENARIOS ARE PROVIDED:

SCENARIO 1: A MARINE MAY DEPART THE LOCAL AREA AT 1201 LOCAL

TIME ON MONDAY AFTER WORKING THE MAJORITY OF THE DUTY DAY AND RETURN
PRIOR TO 1201 FRIDAY AND WORK THE MAJORITY OF THE DUTY

DAY AND BE CHARGED THREE DAYS OF LEAVE.

SCENARIO 2. A MARINE MAY DEPART THE LOCAL AREA AT 1201 LOCAL

TIME MONDAY AFTER WORKING THE MAJORITY OF THE DUTY DAY AND

RETURN AT 0800 SATURDAY AND BE CHARGED FOUR DAYS OF LEAVE.

SCENARIO 3. A MARINE MAY DEPART THE LOCAL AREA AT 0800 LOCAL

TIME SUNDAY AND RETURN AT 1200 SATURDAY AND BE CHARGED SIX DAYS

OF LEAVE.

B. THE SAFETY OF OUR MARINES IS THE PRIMARY CONSIDERATION,
THEREFORE COMMANDERS SHOULD ADJUST HOURS OF DEPARTURE AND

RETURN FROM LEAVE AND LIBERTY TO ENSURE THAT DRIVING IS ACCOMPLISHED
DURING DAYLIGHT HOURS.

PCN 10200310003

DISTRIBUTION STATEMENT A: Approved for public release; distribution is
unlimited



C. COMMANDERS ARE STRONGLY ENCOURAGED TO APPLY THESE

PRINCIPLES IN THE IMPLEMENTATION OF SAFE PRACTICES FOR SPECIAL
LIBERTY AS WELL.

4. THE COMMANDANT®"S INTENT WITH THIS LEAVE AND LIBERTY

REGULATION CHANGE IS TO BETTER ENSURE THE SAFETY OF OUR MARINES.

THE PARAMETERS DESCRIBED PROVIDE GUIDANCE.

5. FILING INSTRUCTIONS. FILE THIS CHANGE IMMEDIATELY FOLLOWING THE
SIGNATURE PAGE OF THE BASIC ORDER.//
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LOCATOR SHEET

Subj: REGULATIONS FOR LEAVE, LIBERTY, AND ADM NI STRATI VE ABSENCE

Locati on:

(I'ndicate the location(s) of the copy(ies) of this Mnual.)

ENCLOSURE (1)



REGULATI ONS FOR LEAVE, LIBERTY, AND
ADM NI STRATI VE ABSENCE

RECORD OF CHANGES

Log conpl eted change action as indicated.

Dat e of
Change

Dat e
Ent er ed

Change
Nunber

Si gnature of Person
I ncor porated Change




REGULATI ONS FOR LEAVE, LIBERTY, AND
ADM NI STRATI VE ABSENCE

CONTENTS

CHAPTER

1 SCOPE, POLI CY, AND AUTHORI TY

2 LEAVE REGULATI ONS

3 LI BERTY REGULATI ONS

4 ADM NI STRATI VE REQUI REMENTS

5 ADM NI STRATI VE ABSENCE
APPENDI X

A DEFI NI TI ONS

I NDEX



REGULATI ONS FOR LEAVE, LIBERTY, AND
ADM NI STRATI VE ABSENCE

CHAPTER 1
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1001 REGULATI ONS FOR LEAVE, LI BERTY AND
ADM NI STRATI VE ABSENCE

CHAPTER 1
SCOPE, PCLI CY AND AUTHORI TY

1001. SCOPE. This Manual contains detailed instructions for
i mpl enentati on of policies concerning |leave, liberty, and adninistrative
absence within the Mrine Corps.

1002. PALICY

1. Mlitary Requirenent for Leave. Operational requirenents and
essential supporting functions of each Mari ne Corps conmand nust be
acconplished to the extent permitted by the manning provided. Comrandi ng
of ficers shall ensure that secondary and nonessential functions, which
woul d work to prevent execution of an aggressive |eave program are not

i nposed.

2. Leave Schedul es. Personnel authorized to grant |eave shall establish
and regul ate schedul es to provide for maxi num use of earned | eave by al
Marines. In granting |eave, consideration nust be given to operationa
and traini ng workl oads, the nmaintenance of the required degree of
operational readiness, and the desires of the individual Marine. Al
personnel shall be provided the tine to take annual | eave.

3. Purpose of Leave. Leave granting authorities shall encourage and
assist all Marines to use their entire 30 days of |eave each year. Use
of the | eave system as an extra noney program either as a nethod of
conmpensation or as a career continuation incentive, defeats the intent
of Congress to provide for the health and welfare of Marine Corps
personnel. It is specifically intended that |arge | eave bal ances not
be accrued expressly for settlenent upon separation or release from
active duty.

4., Liberty. Liberty shall normally be granted outside of normal working
hours to Marines not required to be physically present for work
assignments or for the manning | evel required for operational readiness.
Special liberty during working hours nmay be granted for its defined

pur poses when consi dered appropri ate.

5. Execution. Experience has shown that | eave and short periods of rest
fromduty are beneficial to noral e and naintaining maxi mum ef f ecti veness.
The | ack of such respite affects health and performance. A conmand annua
| eave programis therefore, an essential nilitary requirenent, and

i mpl ementation of |eave policies at all levels will nmake a positive
contribution to cost savings, norale, |evel of performance, and career
nmotivation. Conmandi ng officers shall establish |eave prograns to provide
their personnel the opportunity to take leave within the constraints of
operational mlitary requirenents.

1003. AUTHORITY TO GRANT LEAVE, LIBERTY, AND ADM N STRATI VE ABSENCE
Subj ect to the provisions contained in this Manual, published el sewhere
by the Commandant of the Marine Corps (CMC), or promrul gated by other
conpetent authority, |leave, liberty, and adm nistrative absence may

be granted to Marines and to other service personnel assigned to,
attached to, or otherwise in their charge, by conmanders as defi ned

in the Marine Corps Manual (MCM and by other officers or nonconm ssi oned
of ficers specifically authorized by the CMC, and by Directors/Chiefs

of Staff and their deputies at the HQ (MSC) |evel. PARAGRAPH 1007

of the MCM al |l ows conmanders to del egate specific authority to

assist in the performance of their command functions which

1-2



REGULATI ONS FOR LEAVE, LIBERTY, AND 1003
ADM NI STRATI VE ABSENCE

i ncludes granting leave, liberty, and adm nistrative absence. The terns
"conmander” and "commandi ng of ficer" are used synonynously in this Mnual .

1-3



REGULATI ONS FOR LEAVE, LI BERTY AND

ADM NI STRATI VE ABSENCE

CHAPTER 2

LEAVE REGULATI ONS

ANNUAL LEAVE PROGRAMS. . . .. .. e

ACCRUAL AND ENTI TLEMENT FOR PAYMENT OF UNUSED

ACCRUED LEAVE. . . ... . .
| MPORTANT LEAVE PERICDS. ... ....... .. ... .. ..
GRANTI NG LEAVE. . . ...
ANNUAL LEAVE. . .. ..
ADVANCE LEAVE. . . ...
EXCESS LEAVE. . . ...

SPECI AL LEAVE ACCRUAL (SLA) ......... ...

LEAVE | N CONJUNCTI ON W TH PERMANENT CHANGE OF

STATION (PCS) . . v v e eee e e e

GRADUATI ON LEAVE. . . . ..

LEAVE | N CONJUNCTI ON W TH TEMPORARY ADDI TI ONAL
DUTY (TAD) (NOT TO BE CONFUSED W TH TAD I N

CONNECTI ON WTH EMERGENCY LEAVE) . .................
EMERGENCY LEAVE. .. ... . . .
REENLI STMENT LEAVE. . . ... ...
REST AND RECUPERATI ON ( R&R) LEAVE PROGRAMS. .. .....
SPECI AL REST AND RECUPERATI ON ( SR&R) ABSENCE.. . ...
ENVI RONMVENTAL AND MORALE LEAVE (EM.) PROGRAMS. .. ..

LEAVE TRAVEL | N CONNECTI ON W TH CONSECUTI VE OVERSEAS
ASSI GNVENTS. . .

CONVALESCENT LEAVE (SICK LEAVE) . ..................
HOSPI TALI ZATION AND SICK IN QUARTERS. . ............
RECALL FROM LEAVE. . .. ... ..
ABSENCES OVER LEAVE AND LIBERTY...................
ADVI CE ON LEAVE BALANCE. . .. ......... ... ... ..

EXTENSI ONS OF LEAVE AND SPECI AL LI BERTY | NCENTI VES
FOR ASSI STANCE TO THE RECRU TING SERVICE..........

FOREI GN LEAVE. . . .. . e

PARAGRAPH  PAGE
2001 2-3
2002 2-3
2003 2-3
2004 2-4
2005 2-4
2006 2-5
2007 2-5
2008 2-6
2009 2-9
2010 2-9
2011 2-10
2012 2-10
2013 2-13
2014 2-14
2015 2-14
2016 2-14
2017 2-15
2018 2-15
2019 2-16
2020 2-16
2021 2-17
2022 2-17
2023 2-17
2024 2-19
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LEAVE AWAI TI NG SEPARATI ON, DI SCHARGE, TRANSFER TO THE
FMCR OR RETI REMENT (TERM NAL LEAVE)...............

APPELLATE LEAVE AND
SEPARATION. . ........

LEAVE AWAI TI NG ORDERS AS A RESULT OF DI SABI LI TY

PROCEEDI NGS. . ... .. ..

LEAVE AWAI TI NG ADM NI STRATI VE

PHYSI CAL EXAM NATIONS. . . ... ...

MEDI CAL RESTRI CTI ONS
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REGULATI ONS FOR LEAVE, LIBERTY, AND 2001
ADM NI STRATI VE ABSENCE

CHAPTER 2
LEAVE REGULATI ONS

2001. ANNUAL LEAVE PROGRANS

1. Establishing Leave Prograns. Commanding officers shall establish
annual | eave progranms to provide the opportunity for all Mrines to take

| eave, within the constraints of operational nilitary requirements. These
programns shall include positive neasures to encourage the use of |eave, as
| eave is earned, as a respite fromthe work environnent. Marines who
refuse to take | eave t hroughout the year on command annual | eave prograns
shal | be counsel ed regarding their obligation to conply with | eave
programs. They should al so be cautioned that such refusal may result in
the I oss of earned | eave at a later date.

2. Leave Periods. To obtain maxi mum benefit from annual |eave prograns,
such prograns should provide the opportunity to take frequent periods of
| eave, including at |east one | eave period each year of approximtely 14
consecutive days in length and | onger, when possible.

2002. ACCRUAL AND ENTI TLEMENT FOR PAYMENT OF UNUSED ACCRUED LEAVE

1. Accrual. Leave is accrued as defined in DFAS-KC 7220. 31, Autonated
Pay Systens Manual (APSM .

2. Entitlenment for Paynent. A Marine who is separated under honorable
conditions may elect to receive paynent for a portion of the unused | eave
(by law, not to exceed a total of 60 days during a mlitary career) and
have the remaining accrued | eave carried forward to a new enlistnent.

Mari nes who are involuntarily discharged prior to conpleting 6 nonths of
active duty shall forfeit all accrued leave if the basis for discharge is
unsati sfactory performance or m sconduct. Refer to the applicable
provi si ons of Departnent of Defense Financial Managenent Regul ation

( DODFMR) .

2003. | MPORTANT LEAVE PERI ODS. Particul ar enphasis shall be placed on
granting Marines |leave in the follow ng circunstances:

1. Upon permanent change of station (PCS).

2. After periods of particularly arduous duty, protracted periods of
depl oyment from honme station or honmeport, or when there is evidence of
deteriorating health or norale within the command because of |ack of
respite fromthe rigors of mlitary duty.

3. Upon reenlistnment and augnmentation from active Marine Corps Reserve to
Regul ar Mari ne Corps status.

4. During the traditional national holiday periods.

5. Wen Marines or their fanmlies have been personally affected by
floods, hurricanes, and sinilar disasters. Depending on the circunstances
and the conbat readi ness requirenents of the unit, energency |eave nay be
appropri ate.

6. For attendance at spiritual retreats or for other religious observance
for which liberty is inadequate.

2-3



2004 REGULATIONS FOR LEAVE, LIBERTY, AND
ADMINISTRATIVE ABSENCE

7. During preseparation processing, leave balances should be carefully
reviewed. At the request of the Marine, leave up to the amount of days
accrued should normally be granted. This is especially important for
those Marines who have in excess of 60 days accrued leave or who have
previously sold back leave.

2004. GRANTING LEAVE. Marines shall be granted leave at any time they
request when their presence is not required to accomplish the command®s
mission.

2005. ANNUAL LEAVE

1. Limitations. A Marine shall not be authorized more than 60 days
annual leave during any fiscal year except as set forth in paragraph 2008
of this Manual. Nor shall a Marine be authorized annual leave for a
continuous period of more than 60 days without prior approval of the CMC
(MMEA or MMOA).

>CH 3 2. Day of Departure and Day of Return

a. Leave begins and terminates in the local area. The local area is the
place where the Marine resides and from which he/she commutes to the duty
station (as established by the local commander). Leave will be charged for
all calendar days, duty days as well as non-duty days. A duty day is defined
as a day in which a Marine iIs expected to be at their place of work for
approx eight hours. The majority of a duty day is defined as being greater
than fifty percent of that duty day/work hours, i.e. being present for more
than four hours of work. When a Marine works the majority of a duty day it
is not counted as a day of leave. Assuming a 0700 - 1700, Monday through
Friday duty schedule, the following scenarios are provided:

Scenario 1: A Marine may depart the local area at 1201 local time on
Monday after working the majority of the duty day and return prior to 1201
Friday and work the majority of the duty day and be charged three days of
leave.

Scenario 2: A Marine may depart the local area at 1201 local time
Monday after working the majority of the duty day and return at 0800 Saturday
and be charged four days of leave.

Scenario 3: A Marine may depart the local area at 0800 local time
Sunday and return at 1200 Saturday and be charged six days of leave.

b. The safety of our Marines is the primary consideration, therefore
commanders should adjust hours of departure and return from leave and liberty
to ensure that driving is accomplished during daylight hours.

c. Commanders are strongly encouraged to apply these principles in the
implementation of safe practices for special liberty as well.

>CH 2 3. Combining Leave and Special Liberty. Marines are
authorized to take leave in conjunction with special liberty. Leave
may commence immediately upon termination of a special liberty period,
or terminate just prior to the commencement of a special liberty
period. However, it is emphasized that leave must commence and
terminate in the vicinity of the local area of the Marine’s Primary

2-4



REGULATI ONS FOR LEAVE, LIBERTY, AND
ADM NI STRATI VE ABSENCE

Duty Station. Once leave starts, and until it ends, all included
cal endar days (duty days, non-duty days, weekend days, speci al
liberty days, holidays) are to be charged as tinme and date they
are signed out on leave until the tine and date they are signed
in fromleave. Marines departing the |local area prior to
comencenent of authorized | eave, or failing to return to the

| ocal area prior to its expiration, are considered to be in an
unaut hori zed absence status. The intent of authorizing the
combi nation of | eave and special liberty is to allow Marines to
take | eave prior to, or after, special |iberty without having to
use annual | eave days to cover those days designated as speci al
liberty. The intent is not to avoid charging included weekend,
hol i day, and special |iberty cal endar days as | eave for Marines.
The foll owi ng exanple applies: A Marine is authorized | eave for
the period of 20 Decenber through 3 January and remains in the

| ocal area. The Marine signs out on | eave on 19 Decenber and
signs in fromleave on 4 January. This Marine should be charged
for leave for the entire period of 20 Decenber through 3 January,
regardl ess of the fact that there nay have been two peri ods
(Christmas and New Year) of special |liberty during the Marine's
| eave peri od.

2-4
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REGULATI ONS FOR LEAVE, LIBERTY, AND 2006
ADM NI STRATI VE ABSENCE

4. Accounting Procedures. Leave granting authorities shall establish
internal control procedures to ensure all periods of |eave are charged to
the Marine's | eave account.

5. Death of a Marine. A Marine who dies while on | eave shall not be
charged for | eave on the day death occurs.

6. Space Available Privileges on DoD aircraft. See DoD 4515.13R chapter
6 for space available policies, priorities and sign-up procedures.
Marines in appellate | eave status are not authorized space-avail abl e
travel privileges.

2006. ADVANCE LEAVE

1. GCeneral. Advance leave is a means whereby Marines with limted or no
accrued | eave may be granted | eave to resolve urgent, personal, or
enmergency situations. Advance leave will be linmted to the nini mum anount
needed. O ficers granting advance | eave shoul d caution nmenbers that
advance | eave resulting in a nminus | eave bal ance on date of discharge, or
rel ease fromactive duty, beconmes excess |eave and is subject to checkage
of pay and al |l owances.

2. Limtations. Advance leave will be |limted to the | esser of:
a. 45 days; or

b. the anmount of |eave that shall be earned during the remaining
period of active duty (current enlistment not including extensions); or

c. while serving on an extension, to the extent that |eave will be
accrued prior to the Marine's schedul ed separation date.

3. Early Separation. Wen a Marine is in an advance | eave status and is
separated prior to normal expiration of enlistment for the purpose of

i mediate reenlistnent (within 24 hours), advance leave will be carried
forward into the next enlistnment.

4. Conditions of Authorization. Advance |eave shall not be authorized in
conjunction with excess |eave authorized for Marines in professiona
degree, officer procurenment, punitive discharge, adm nistrative discharge,
or disability discharge prograns. |In other cases, when excess |eave is
aut horized in conjunction with advance | eave, care shall be taken that
advance |l eave is not calculated to accrue during the period of excess

| eave involved. Accrued |eave shall be expended prior to the

aut horization of advance | eave.

2007. EXCESS LEAVE

1. Limtations. Leave taken in excess of |eave that can be earned prior
to the expiration of current contract (ECC) date is excess |eave for those
Mari nes who have an ECC. Excess | eave should be charged for the

conti nuous period of absence to include weekends and hol i days.

2. Authorization. Excess |leave nay be granted in energencies provided
the aggregate of all |eave granted (accrued, advance, and excess) does
not exceed 60 days. Exceptions to this Iinitation shall not be

aut horized wi thout prior approval of the CMC (MVEA or MMOA).
Emergencies requiring the Marine’s absence fromduty |onger than

60 days shoul d be exami ned for possible humanitarian transfer

Enmer genci es whi ch require excess |eave, in cases involving Marine

of ficers serving their initial termof obligated service and
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enlisted Marines with less than 8 years of service, should be exani ned for
possi bl e hardshi p di scharge. Refer also to PARAGRAPH 2012. 2.

3. Exceptions. Excess |eave nay be granted as an exception to the 60-day
aggregate policy, for conpletion of education |eading to professiona
degrees, including associated |icensing exam nations, for service as

commi ssioned Marine officers. (A specific exanple of this exception is

t he Excess Leave Program (LAW.) Detailed information about this program
is contained in the MCO 1560.29. In these cases Marines will not be
required to use their accrued | eave prior to being placed in an excess

| eave status and their accrued | eave balance will be retained until they
resume duty in a pay status. Such exceptions shall not be authorized

wi t hout prior approval of the CMC (MVEA or MVDA).

4. Indefinite Excess Leave. |Indefinite periods of excess |eave may be
granted by officers exercising general or special court-martial
jurisdiction only to personnel awaiting appellate review of sentence to
di sm ssal or punitive discharge, and to personnel awaiting adm nistrative
di scharge as provided i n PARAGRAPH 2027

5. Oher Requests. Any other request for periods of |eave involving
excess | eave which extends beyond the 60-day aggregate will not be
aut hori zed without prior approval of the CMC (MVEA or MMOA). Advance
| eave shall be expended prior to the Marine entering an excess |eave
stat us.

2008. SPECI AL LEAVE ACCRUAL (SLA)

1. Eligibility Criteria. It is Marine Corps policy to authorize menmbers
to accrue up to 90 days earned | eave when assigned to duty under the
foll owi ng circumnstances:

a. Hostile Fire or Inminent Danger Area. \Wen serving on active duty
for a continuous period of at |east 120 days in an area in which they are
continuously entitled to Hostile Fire or |Inm nent Danger Pay.

b. Deployable Ship or Mbile Unit. Wen serving in a depl oyable
ship, nobile unit of the Fleet Marine Force, or simlar duty which,
because of operational m ssion requirenments, deploys or operates away
fromits designated honeport or honmebase for a continuous period of at
| east 60 days, thus preventing normal use of earned | eave before it is
lost at the end of the fiscal year. Personnel assigned to a ship or
unit, as described in this subPARAGRAPH, but serving |ess than 60
consecutive days away from homeport or honebase are not eligible.

c. Deployable Ship or Mobile Unit Honeported or Honmebased Overseas.
When serving in a deployable ship or enbarked nobile unit including FMF
units or simlar duty, pernmanently homeported or honebased outside of the
50 United States, which is required to maintain a higher than norma
condition of readiness in port or at honebase and has depl oyed out of
honeport or honmebase nore than 50 percent of the time, thus preventing
normal use of earned | eave before it is lost at the end of the fisca
year. Personnel assigned to a ship or unit, as described in this
SsubPARAGRAPH, but assigned for |less than 6 nonths of the fiscal year
are not eligible.

d. Oher Duty. Wen serving on other prescribed duty, normally for a
continuous period of at |east 60 days or nore during the fiscal year
The situation preventing service nenbers assigned to such duty from
using | eave nmust have been caused by unschedul ed operationa
conmitrent, national energency/crisis or operations in defense of
nati onal security. Furthernore, the duty should preclude
service menbers fromtaking | eave to reduce their
2-6
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| eave bal ance to 60 days before the end of the fiscal year. The
provisions of this authority may be extended for menbers assigned to
unit, headquarters and supporting staffs when they are prohibited from
taki ng | eave because of their involvenent to support a designated

conti ngency operation.

e. Joint Service. Menbers serving in joint organizations nust neet
operational eligibility criteria cited in the above paragraphs.
Determ nation of eligibility shall be nmade by the joint organization
in which the nenber is serving.

f. Personnel who will not |ose |leave at the end of the fiscal year
in which the qualifying period ternm nates are not affected by this
entitl enent regardl ess of the nunber of days served on a qualifying
assi gnment .

2. Verification Procedures
a. Personnel who believe they are eligible should request SLA through
their administrative chain, (i.e., personnel office).

b. Commanders are responsible for:

(1) ensuring personnel under their command are informed of this
entitlenent.

(2) ensuring an appropriate MCTFS entry is made for unit
depl oyment dates of departure and arrival for qualifying assignments as
described i n PARAGRAPH 2008. 1

(3) verifying nmenber eligibility by service record review. 1In the
absence of adequate documentation, an individual’s signed sworn statement
based on the eligibility criteria in PARAGRAPH 2008.1 is acceptabl e.

(4) verifying the nenber is not currently in receipt of SLA during
the last three fiscal years. By law, no nenber can carry over nore than
90 days at any tine.

3. Limtations

a. SLA shall not be used to authorize accumul ation of |eave in excess
of 60 days for personnel who do not nmnage their |eave properly. Menbers
are expected to take advantage of authorized | eave periods and use | eave
aut hori zed incident to permanent changes of duty. Leave bal ances that
woul d have been lost at the end of the fiscal year regardl ess of whether
t he menber was assigned to prescribed duty will not be carried forward.

b. SLA under subPARAGRAPHs 2008. la, 2008.1b, and 2008.1c, is
creditable in the fiscal year in which the required continuous period of
duty is reached; but the qualifying duty need not have conmenced in that
fiscal year

c. For nmenbers assigned to units permanently honeported or honebased
outside of the 50 United States as described i n subPARAGRAPH 2008. 1c, SLA
is creditable only in a fiscal year during which the nmenber was assigned
for at |east six nonths.

d. Leave accrued in excess of 60 days is lost if it is not used before the end
of the third fiscal year following the fiscal year in which the qualifying duty
(i.e., deploynment) is term nated. Personnel assigned to a depl oyable ship or nobile
unit nmay qualify for SLAin the fiscal year prior to the fiscal year the ship or
nobile unit returns to honmeport or base. 1In this case, the carry-over period
term nates at the end of the third fiscal year after the fiscal year in which the
ship or nmobile unit returns froma
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qual i fyi ng deploynment. In the case of nenbers who detach prior to the end
of a deploynent, the date of detachnment fromthe deployed unit is the date
that normal | eave-taking opportunities are considered once again
avai | abl e.

Exanple (1): Menber qualifies for FY99 SLA, and nenber’s
ship/mobile unit returns to honmeport/honebase prior to 1 October 99.
Leave accrued in excess of 60 days at the end of FY99 nust be used
by 30 Septenber 02, or it will be deducted fromthe nenber’s account.

Exanple (2): Menber qualifies for FY99 SLA, and nenber’s
ship/mobile unit returns to homeport/honebase on or after 1 Cctober 99.
Leave accrued in excess of 60 days at the end of FY99 nust be used by
30 Septenmber 03, or it wll be deducted fromthe nmenber’s account.

e. USC, Title 10, section 701 provides for SLA because of reduced |eave
taki ng opportunity caused by operational conm tnment only. Consequently, SLA does not
apply to individual cases of |eave |lost due to workl oad, hospitalization
conval escent | eave, school assignnments, permanent change of station/tenporary
additional duty order nodifications, or any other scenari o which does not neet the
operational criteria in PARAGRAPH 2008. 1.

f. Separation paynents for unused accrued |leave are limted to 60 days during a
mlitary career by U S. C., Title 37, section 501.

g. Disbursing and admnistrative procedures are contai ned i n DFAS-KC 7220. 31
Aut onat ed Pay Systens Manual

h. Requests for SLA should be submitted via the chain of command to the
approving authority no earlier than the end of the fiscal year. These requests are
normal Iy submitted from1l Cctober through 31 Decenber for the previous fiscal year
Approving authorities have the authority to waive this tinme requirenent on a case-
by- case basi s.

4, Approving Authority

a. Conmanding officers are del egated authority to grant SLA to nmenbers eligible
under subPARAGRAPHs 2008. 1la t hrough 2008. 1c.

b. The Commander, Marine Forces Atlantic/Europe; Conmander, Marine Forces
Paci fic; Commander, Marine Forces Reserve; Commandi ng O ficer, Marine Support
Battalion; Commanding Officer, Marine Security Force Battalion; and Commandi ng
O ficer, Marine Security Quard Battalion are del egated authority to grant SLA to
menbers eligi bl e under subPARAGRAPH 2008.1d. O her conmands may request this
authority through CMC ( MPO 40).

c. For nmenbers serving in joint organizations, determ nation of eligibility
shall be made by the joint organi zation in which the nenber is serving. Operationa
eligibility criteria outlined in PARAGRAPH 2008 rust be net.

d. CMC (MPO-40) is the approving authority for all other SLA requests.

5. Request Format. Requests for SLA, under SubPARAGRAPH 2008.1, shoul d provide the
following information for all personnel included in the request.

a. Full name, rank, and SSN
b. Depl oynments
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(1) Dates, including any depl oynent period which started in the
previous fiscal year and ended in the fiscal year for which SLA is being
request ed

(2) Ship/nobile unit with which depl oyed

(3) Hostile fire or Immnent Danger Area

(4) Contingency operations (unclassified), deployed or in support
of a depl oyed unit.

c. Factors preventing use of earned | eave while not depl oyed
d. Nunber of days lost at end of the fiscal year

e. Narrative explaining any special circunstances to be considered
by the approving authority

f. Supporting docunentation (i.e., copy of Septenber LES)

g. Commandi ng of ficer’s endorsenent

2009. LEAVE IN CONJUNCTI ON W TH PERVANENT CHANGE OF STATI ON ( PCS)

1. Authorization. WMarines will normally be authorized at |east 30 days
delay to count as | eave when ordered on PCS, provided detachnment and
reporting dates are nmet and no excess |leave is involved.

2. Exceptions

a. Comanders nmay approve delay en route of up to 45 days provided
the "by dates” are nmet. Authorization for delay en route for periods of
46 days or nore (including officer candi date graduates, as nentioned in
PARAGRAPH 2010.2) nmay be included in PCS orders only when approved by the
CMC (MVEA or MMOA). All leave taken in connection with PCS orders, except
as defined in PARAGRAPH 2010.1, shall be charged against the Marine's
| eave account.

b. Recruit training graduates (see PARAGRAPH 2010. 4).

2010. GRADUATI ON LEAVE

1. Service Acadeny G aduates. Conmi ssioned Marines who graduate fromthe
servi ce academ es shall normally be authorized graduation | eave en route
to their first duty station. This |eave, not chargeable to the officer’s
| eave account, must be used within 3 nonths of graduation and, in any
case, prior to reporting to the first permanent duty station or port of
enbar kati on for permanent duty outside the continental United States

( CONUS) .

a. Gaduation |eave shall be linmted to 30 days.

b. Extensions of the graduation |eave period shall be charged to the
officer’'s | eave account.

2. Oficer Candidate Graduates. O ficer candi date graduates are not
entitled to nonchargeabl e graduation | eave. However, upon conpl etion

of officer candidate training, and prior to the commencenent of The Basic
School, newly conmi ssi oned Marine Corps officers nay be authorized

annual | eave or advance | eave, if necessary.
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3. Naval Acadeny Preparatory School Graduates. Marines who graduate from
t he preparatory school and who receive appointnents to the U S. Nava
Acadeny may be authorized annual |eave. The unaccrued portion of any
advance | eavegranted nmust be treated as excess | eave.

4. Recruit Training Graduates. Upon graduating fromrecruit training
Marines will be granted 10 days | eave prior to reporting for their next
assignment. Reserve personnel attending Initial Active Duty Training
(1 ADT) may be granted | eave upon graduation fromrecruit training not
to exceed the total |eave that may be earned for the period of |ADT,

i ncluding authorized travel tine. This |eave may be granted provided
it does not interfere with the schedul ed training program or class
conveni ng dates.

2011. LEAVE I N CONJUNCTI ON W TH TEMPORARY ADDI TI ONAL DUTY (TAD) (NOT
TO BE CONFUSED W TH TAD | N CONNECTI ON W TH EMERGENCY LEAVE)

1. Authorization. Commanders authorized to direct TAD, including TAD
under instruction and permnissive TAD, and conmanders who receive such
orders for menbers of their command fromthe CMC, shall grant |eave in
conjunction with such orders whenever requested and operationally
feasible. No specific limtations are inposed by the fact that |eave
is in conjunction with TAD and the Marine nay be granted such | eave as
ot herwi se entitl ed.

2. Planning TAD. Sone Government agencies have been criticized in the
past for permitting officers and enlisted personnel to take |eave in
conjunction with TAD where it could be construed that TAD was arranged

in order to provide transportation for |eave at Government expense. In

pl anning TAD both the fact and the appearance of TAD being arranged to
serve the | eave desires of theindividual Marine shall be scrupul ously

avoi ded. Further, great care nust be taken to ensure that when |eave is
granted in connection with TAD, it is clear that TAD is essential and that
| eave involves no additional cost to the governnent.

3. Method of Travel. Travel by privately owned conveyance (POC) shoul d
not be authorized (except "For Conveni ence of the Menber") in TAD orders
whi ch authorize | eave, except when POC will be |ess costly than

anticipated travel costs by other nodes including anticipated per diem
taxi fares, and gratuities. See MCO P1000.6, Assignnment, C assification
and Travel Systens (ACTS) Manual for conputation of travel tine in
connection with TAD

2012. EMERCENCY LEAVE

1. Purpose. Energency |eave and extensions thereto should normally be
granted to Marines for famly enmergencies, whenever the circunstances
warrant and the mlitary situation pernmits, based on the judgnent of the

| eave granting authority and the desires of the Marine. Since nost famly
enmergenci es are highly tine-dependent, swift and sensitive action on
enmergency | eave requests is essential

2. Limtations. Provided the leave will include only accrued | eave and
advance | eave which will not result in an advance | eave bal ance greater
than 30 days, |eave granting authorities may authorize energency | eave
for a period greater than 60 days w thout approval of the CMC (MVEA or
MVOA) .

3. Circunstances. Emergency |eave should be authorized whenever any of
the follow ng circunstances are determ ned or believed to exist by |eave
granting authorities:
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a. Upon death of a menber of the Marine's or spouse’s inmediate
famly; i.e., father, nother, person(s) standing in | oco parentis, son
daughter, brother, sister including step or half rel ationships;

b. when the return of the Marine will contribute to the welfare of a
dyi ng menber of the Marine's or spouse’'s immediate famly as defined in
PARAGRAPH 2012. 3a;

c. when because of any serious illness or injury of a menber of the
Marine's or spouse’s immediate famly, as defined in PARAGRAPH 2012. 3a,
i mportant responsibilities are placed upon the Marine that nmust be mnet
i medi ately and cannot be acconplished fromthe Marine's duty station; or

d. when failure to return hone would create a severe or unusua
hardship on the Marine, his or her household, or the imediate famly

4. Loco Parentis. 1In cases involving status of |oco parentis, as defined
i n Appendi x A, such status nornally shoul d have existed for a continuous
period of 5 years prior to a Marine's initial entry into the Marine Corps.
However, final determ nation of whether such a status did or does exi st
rests with the | eave granting authority.

5. Energency Leave |nvolving Funded Leave Trave

a. Enmergency |eave travel for Mrines and eligible dependents at
governrent expense is authorized per the Joint Federal Travel Regul ations
(JFTR) Part H, PARAGRAPH U7205 Transportation In Personal Emergencies.
Such aut hori zed transportation costs are chargeable to operations and
mai nt enance appropriation funds. Energency |eave shall not be denied
sol el y because of lack of funds for authorized funded energency |eave
travel nor shall energency | eave be granted for the purpose of either
increasing the Marine's travel priority or offseting personal trave
costs. Marines who are not authorized enmergency | eave travel under the
provi sions of the JFTR nay be authorized travel on governnent-owned or
government-controll ed aircraft per MCO 4630. 16.

b Efforts should be nade to nove travel ers quickly, using the nopst
cost effective transportation avail able. The designated overseas
Passenger Control Point (PCP) is responsible for obtaining AMC
transportation and for authorizing comercial transportati on when AMC
transportation is not available to nenbers designated energency | eave
| ocations. Overseas activities issuing energency |eave orders for trave
to CONUS shall notify the Marine Liaison, Los Angeles, CA by naval nessage
(Plai n Language Address: MARLNO LAAFB LOS ANGELES CA) of the pending
arrival of each energency | eave nmenber. Overseas activities should refer
to MCO 4650. 30, Marine Corps Port Call Order, when requesting return
transportation for personnel on energency |eave. Ensure the nessage

contains full identifying information, energency |eave address,

t el ephone nunber, nunber of days granted and appropriation data for each

i ndividual. The Marine Liaison LAXis located in Term nal 2, |ower |evel,
Baggage clai marea, next to carousel (1), Suite 1018A. If not arriving at

LAX, contact the Marine Liaison LAX i mediately upon arrival at the

menber’ s desi gnated energency | eave |ocation. Contact the Marine Liaison

LAX by phone: (310) 363-1997/3590, DSN. 833-1997/3590 or FAX:

(310) 216-7723 (comrercial only) to pass arrival information, begin

enmergency | eave and arrange for return transportation, if applicable.

The Marine Liaison LAX hours of operation are 0700-2300 (PST), seven

days a week. Enmergency |eave travelers should be advised they are

funded for the cost of transportation to the APOD only and shoul d have

enough noney to defray costs for onward transportation to the energency

| eave | ocation, nmeals, and | odging as necessary in the event of an

unexpect ed del ay. Energency |eave travel ers should al so be advised there

are no government quarters/messing available at the Marine Liaison LAX
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c. Qutbound reservations should be confirmed by tel ephone prior to
the Marine's departure fromthe duty station, if feasible. Wen advised
by the PCP that AMC is not avail able or not reasonably available, the
requesting activity should obtain the | owest cost commercial airlift
avail able (GSA International City Pair Fares, other U S. CRAF carriers,
DoD- approved U.S. flag carriers, non DoD approved U S. flag carriers, DoD
pproved U S. foreign flag carriers and non DoD approved carriers).
Mlitary furlough fares will not be used for transportation procured at
gover nment expense. Wiere the origin location is served by AMC and AMC i s
not avail able, one-way commercial air transportation shall be arranged.

MC wi Il be used for return transportation where available. If the origin
is not served by AMC transportati on or comercial transportation to AMC
connections would result in substantial delay, round trip commercia
transportation may be arranged. Marines will be instructed to contact
the Marine Liaison LAXto confirmreturn reservations.

d. Governnent Transportation Requests (GIR) and AMC travel opes shal
be prepared in accordance with MCO P4600.7 and MCO 4630. 10 respectively.
he travel codes to be cited on GIRs and AMC travel opes are "EL" for Marine
and "DU' for dependents not acconpanied by the Marine. When dependents
are traveling with the Marine, use code "EL." Refer to MCO 4650.30 for
any subsequent revisions to fanily energency travel codes. Application
for transportati on for dependents (DD form 884) is not required for
dependent fam |y emergency travel

e. Use of foreign flag carriers is prohibited unless U S. flag
carriers are not available. Commercial transportation will be provided
as per JFTR

f. Marines and dependents authorized comercial transportation nust
be advised not to nmake their own reservations. Authorization of
commercial transportation for enmergency |eave is contingent upon the
nonavail ability of government air. This deternmination is the
responsibility of the PCP, not the individual traveler

g. Al energency |eave taken shall be charged agai nst the Marine's
| eave account. The tinme spent in energency |eave travel via DoD owned or
DoD-control |l ed transportati on or governnent-procured conmercial carrier
fromoverseas to CONUS arrival port of debarkation; from CONUS arriva
port of enbarkation to overseas; or between overseas areas and return
shall not be charged to the Marine's | eave account.

h. The Marine Liaison LAX has the authority to grant |eave extensions for
personnel on emergency | eave fromoverseas units only if the personnel are unable to
contact their parent conmand. Marines are directed to contact the Marine Liaison
LAX i mredi ately to cancel/nodify any return transportation arrangenments. Energency
| eave to the contiguous United States and the District of Colunbia shall comence on
the day of departure fromthe APOD within CONUS for the | eave destination. The
| eave terminates upon reporting to an APOE, other place as specified in the | eave
orders, or port call instructions for return transportation to the duty station
out side CONUS. The Marine should be instructed to call Marine Liaison LAX 5 days
prior to the expiration of leave if return transportation has not already been
arranged. The Marine should be directed to report to the nearest I|nspector-
Instructor (I-1) Staff for unusual cases that require Humanitarian TAD or transfer
The 1-1 Staff will refer the cases to CMC (MMOA, MVEA, or MVBR-3) for resolution
MCO 4650. 30 applies). For adm nistrative purposes the CMC (MVBR-3) shall advise the
overseas command and the Marine Liaison LAX of all energency | eave extensions,
Humani tarian TAD or transfer granted by HQWC.

i. Additional instructions for energency |eave involving funded | eave
travel is contained in PARAGRAPH 4005 of this Manual. Detailed
i nformation
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for the transportation of Space Required Passengers via AMC is contai ned
in chapter 2, DoD 4515.13R, Air Transportation Eligibility.

6. Verification of Emergency. Mdst Marines are mature and responsible

i ndi vi dual s whose energency | eave needs can be considered on their nerits.
Arerican Red Cross verification is not required, even for funded energency
| eave. However, when the |leave granting authority has reason to doubt the
validity of a potential energency |eave situation, assistance in
determining its validity should be requested by such rapid neans as the

| eave granting authority considers sufficient, (i.e., telephone, e-mail
fax, wire, to fam |y nmenber, mnister, physician, hospital admnistrative
staff, or the ARC). Since fam |y energencies are usually tine-dependent,
swi ft and sensitive action on energency | eave requests is essenti al
Caution nmust be exercised so that delays in obtaining verification of
energency conditions do not result in the Marine arriving too late to
acconplish the purpose for which the | eave is intended.

7. Medical Restrictions. Marines undergoing treatnent for an infectious
or contagi ous di sease shall be granted | eave for energency reasons only
when supported by a statenent froma nedical officer that the Marine
authorized | eave will not jeopardize the public health.

2013. REST AND RECUPERATI ON (R&R) LEAVE PROGRAMS. R&R | eave progranms are
applicable only in conmbat areas and nust be approved by the Assi stant
Secretary of Defense. Wen and if such a programis established, the CMC
will publish detailed instructions. The following criteria and
restrictions will apply to any R&R | eave program establi shed:

a. Mist be a dependents-restricted tour area and designated for
Hostile Fire or |Inmnent Danger Pay, as authorized by the DoDFMR, and

b. Must be an area in which entry of Marines on official or
unofficial travel is controlled and where ordinary annual | eave programnms
have been restricted for reasons of mlitary necessity.

c. Marines nmust serve nore than 90 days at an R&R | ocation (at |east
60 days at a contingency operation |location) before they are eligible for
funded R&R transportation. Menbers are authorized one round trip for R&R
pur poses during each tour of duty at a contingency location. All other
provi sions of DoDD 1327.5, Leave and Liberty, related to R&R continue to

apply.

(1) Transportation to and from R&R areas shall be provided on a
space-required basis and travel tinme shall not be charged to the Marine's
| eave account. However, the actual period of tine in the R&R area shal
be charged to the Marine s | eave account.

(2) R&R leave periods are linited to one per |2-nonth period
unl ess in accordance wth subPARAGRAPH c, above.

2014. SPECI AL REST AND RECUPERATI ON (SR&R) ABSENCE. To encour age
enlisted Marines to extend their tour length at certain overseas

| ocations, the CMC has been granted authority to offer overseas
tour extension incentives. Marines who apply for this program

may elect to receive either a nonthly extension bonus for the
period of the extension or 30 days special |leave or |5 days speci al
leave with paid round trip transportation. As set forth in MCO
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7220. 41, which governs eligibility and procedures for this program the
peri od of SR&R absence shall not be charged to the Marine’'s | eave account.

2015. ENVI RONMENTAL AND MORALE LEAVE (EM.) PROGRAMS. The EM./ Funded
Envi ronnental and Moral e Leave (FEM.) progran(s) were established for

| ocations listed in the JFTR Appendi x S because of extraordinarily
difficult living conditions, such as geographic isolation, substandard
housi ng, inadequate comercial transpotation, and |ack of cultural, and
recreational facilities. See JFTR PARAGRAPH U7207 and DoDD 1327.5
PARAGRAPH or eligibility criteria. See DoD 4515.13R for AMC
transportation entitlenents. Inquiries concerning this program should
be addressed to CMC ( MPO 40).

1. Cenera

a. EM./FEM. provides qualified Marines and/or their conmand-sponsored
dependents, serving in certain designated overseas |ocations, an
opportunity to take leave in a nore desirable | ocation. EM. prograns
are intended to supplenent in-country | eave schedules. The entire
aut hori zed absence, including tine spent in a travel status, is charged
to the Marine s | eave account.

b. Marines and comand- sponsored dependents may travel together or
separately to a |ocation other than the designated EM. desti nation
however total transportation cost to the Government will not exceed the
cost that would have been incurred to the designated EM. destination. If
the traveler elects to travel to other than the authorized EM
destination, orders should be endorsed prior to travel indicating the
proper transportation that woul d have been avail able and provided to the
aut horized EM.L destination to include fare and fare basis.

2016. LEAVE TRAVEL | N CONNECTI ON W TH CONSECUTI VE OVERSEAS TOURS ( COTs) .
A Marine stationed outside CONUS, who is ordered to a consecutive tour of
duty at the sanme permanent station or nakes a PCS from one permanent
station outside CONUS to anot her permanent station outside CONUS, may be
eligible for travel and transportation allowances in connection with
authorized | eave. The exception to such eligibility is in the case of PCS
orders in which execution involves traversing CONUS; in such case, Marines
shall effect COT |eave travel en route unless defernent is requested and
aut horized by CMC (MMOS), per MCO P1300.8R. Marines will be considered in
a travel status for all required travel performed, including tine spent
awai ting transportation incident to such travel. Additional guidance and
regul ati ons covering this travel, to include entitlenents for dependents,
are set forth in the JFTR

2017. CONVALESCENT LEAVE (SICK LEAVE). Conval escent |eave is a nonchargeable
absence fromduty granted to sick and wounded Marines who have been admitted to a
hospital and are not yet fit for return to duty. Conval escent |leave is normally
limted to a period of not nore than 30 days per period of hospitalization

Conval escent | eave in excess of 30 days shall be coordinated with the CMC ( MVEA or
MVMDA). I n granting conval escent | eave, great care nust be exercised to limt the
duration to the mninmumwhich is essential in relation to the diagnosis, prognosis,
and probable final disposition of the patient. Absence fromduty because of
pregnancy or childbirth: (1) During pregnancy, nenbers shall continue to perform
their duties as long as they are nedically fit to do so, and (2) conval escent | eave
foll owi ng pregnancy and childbirth shall be 42 days. The conval escent | eave may be
extended on the recomendation of the attending physician if the nmenber’s nedica
condi tion
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warrants. A nenber may return to duty voluntarily after less than 42 days
of conval escent |eave with the approval of the attendi ng physician

1. The CMC may grant conval escent | eave to repatriated prisoners of war
or Marines subject to other forns of hostile detention upon their return
to the U S. with or without reference to a nedical board or a physica
eval uati on board.

2. The Marine’s commandi ng officer (upon advice of the attending nmilitary
or civilian physician), the conmandi ng officer of any uniformed service
hospital, and managers of Veterans Adnministration hospitals within the 50
states, the District of Colunbia, and Puerto Rico may grant conval escent

| eave to active duty Marines, with or without reference to a nedica

board, a physical evaluation board, or higher authority. The follow ng
provi si ons apply:

a. the Marine is or has been hospitalized or received nedical care;

b. the Marine is not awaiting disciplinary action or separation from
the Marine Corps for medical, admnistrative, or disciplinary reasons;

c. the nedical officer considers the conval escent | eave to be
beneficial to the Marine's health; and

d. the medical officer certifies that the Marine is physically unfit

for duty, will not need hospital treatnent during the conval escent |eave
peri od contenpl ated, and such leave will not delay final disposition of
t he case.

3. The follow ng procedures apply to Marine patients admtted to nava
inpatient health care facilities

a. Conval escent |eave for patients that require continued inpatient
care upon conpletion of the conval escent |eave will be approved by the
conmandi ng of ficer of the health care facility.

b. For a Marine that no longer requires inpatient care or continued
treatment as an outpatient, conval escent |eave | eave may be granted as
del ay (not chargeable as leave) in reporting back to his or her unit by
the commandi ng officer of the health care facility concerned. The
conval escent | eave authorized and the corresponding reporting date wll
be i mediately forwarded to the cognizant unit comander by the nedica
treatnent facility.

c. Conval escent |eave for patients whose conmand and health care
centers are collocated may be granted by either the commandi ng of ficer of
the health care facility, as discussed above, or by the comrandi ng of ficer

of the Marine (upon recomendation of the attendi ng physician). 1In either
case, appropriate |liaison between the health care facility and the comand
wi Il be necessary for proper inplenentation.

4. Travel entitlenents that may be associated with conval escent | eave are
covered by the JFTR

2018. HOSPI TALI ZATION AND SICK I N QUARTERS. A Marine on leave or liberty
who is hospitalized or placed in a "sick in quarters" status by a civilian
or military physician shall not be charged | eave for the period, since the
Marine is medically unfit for duty. Wen placed in such a status the
Marine shall conply with the instructions contained i n PARAGRAPH
4001. 1b(4) of this Manual. Chargeabl e |eave shall terni nate the day
before the Marine is hospitalized and recommence the day foll ow ng such
hospitalization, sick in quarters, or conval escent |eave so that only one
"day of duty" is included in conputation of |eave for the total absence.
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2019. RECALL FROM LEAVE. VWhen Marines are on authorized |leave and it
beconmes necessary to recall themto duty, the period of absence shall not
be charged to the | eave account when the period between departure on | eave
and the Marine's receipt of the recall is 3 days or less. The tine of
absence subsequent to the Marine's receipt of the recall shall be
considered travel tinme unless the tine | apse between recei pt of the recal
and the actual tinmeof return is determned by the recall authority to be
clearly excessive. 1In that event, the entire absence will be charged as
| eave. In circunstances where the menber will be entitled to trave

rei mbursenent, orders authorizing travel should be issued as provided for
in the JFTR

2020. ABSENCES OVER LEAVE AND L| BERTY

1. Absence Over Leave. Absence over authorized leave, if determned to
be unavoi dabl e, shall be charged to the Marine’'s | eave account; otherw se,
it will be considered as absence wi thout |eave. Wen a nenber has been
absent over |eave and the period of absence is excused as unavoi dable, the
nunber of days over |leave will be added to the nunber of days authorized

| eave.

2. Absence Over Liberty

a. Absence over liberty, if deternmined to be avoi dable shall be
consi dered as unaut hori zed.

b. Absence over regular liberty, if determ ned to be unavoi dabl e and
the entire period of authorized and excused unaut hori zed absence is:

(1) 3 days or less, the entire period shall be considered liberty;
or

(2) in excess of 3 days, the excused unauthorized absence portions
shall be considered as | eave and charged to the nenber’s | eave account.

c. Absence over special liberty, if determ ned to be unavoi dabl e,
will be charged to the | eave account to include both the authorized
special liberty portion and the excused unauthorized portion

d. Periods of absence over |iberty determ ned to be chargeabl e agai nst a
Marine' s | eave account shall be charged at the rate of 1 full day for each day of
absence. A |leave authorization (NAVMC 3) will be prepared for docunentation.

3. Exceptions. Absences over leave or liberty caused by nmental incapacity, or
early departure of a unit due to operational commtnents, whether determ ned to be
avoi dabl e or excused as unavoi dable, shall not be charged as | eave, regardl ess of
the duration. Detention by civilian authorities is covered by the MCTFSPRI M and t he
| RAM

2021. ADVICE ON LEAVE BALANCE. Since the nunber of days a Marine may be absent and
still be entitled to pay and allowances is fixed by statute, each Marine shall be

i nformed of the current | eave account status at the tinme of each request for |eave.
This information is normally provided by the Marine's Leave and Earni ngs Statenent
(LES). If for sone reason a Mari ne does not receive a LES or does receive it and is
unabl e to determ ne such information, the conmander shall be responsible for

determ ning and advising the Marine of the | eave account status.
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2022. EXTENSI ONS OF LEAVE AND SPECI AL LI BERTY | NCENTI VES FOR ASSI| STANCE
TO THE RECRUI TI NG SERVICE. Marines on | eave who recruit acceptable
applicants for enlistment in the Marine Corps will be recommended for

a 5-day | eave extension or a 4-day special liberty for each accepted
applicant. Marines can decide which incentive to choose. The Marine's
conmandi ng of fi cer has conplete discretion on whether or not to approve
the extension or the liberty.

1. Applicability

a. GCeneral. Any enlisted Marine on annual |eave or in a delay status
may be recomrended for a single 5-day extension of |eave or 4-day specia
liberty to be utilized at a |later date under the provisions of this
Manual . Exceptions to the 5-day extension of |eave are as foll ows:

(1) A Marine en route to school or other duty, where a definite
reporting date has been established by the CMC or a port call "by date"

has been established, will not receive an extensi on beyond the reporting
date. Oders for a Marine in this status will be endorsed to recomend
granting a 4-day special liberty period, a 5-day |eave, or a 5-day

ext ensi on of | eave subsequent to conpletion of school or reporting to
a new duty station

(2) Extensions will not be granted when such extensions woul d
result in excess |eave.

b. Special Provisions for Graduate Recruits. The follow ng specia
provi sions apply only to personnel who are on | eave (delay) i mredi ately
afterconpleting recruit training. Commanding Officers of Recruit
Stations/Districts and I nspector-Instructors may grant |eave and liberty
i ncentives for graduate recruits only.

(1) In addition to the incentives authorized i n PARAGRAPH 2023. 1la
above, a second 5-day extension or 4-day liberty period may be granted for
the enlistnment of a second qualified applicant, unless such extension wl|
result in excess |leave, as in the case of 6-nonth trainees.

(2) No nore than two 5-day extensions (total of 10 days extension
of |l eave), one 5-day extension and a separate 4-day special liberty
period, or two separate 4-day special liberty periods will be granted
regardl ess of the nunber of applicants accepted.

2. Administrative Instructions. Each Marine who brings an accepted
applicant to a recruiting officer or 1& wll have the option to el ect
either a 5-day | eave extension or a 4 day special liberty. This can be
utilized at the individual’s duty station at the earliest tinme the Marine
desires, consistent with operational and or training requirenents of the
unit to which assigned. Leave extensions or 4 day special liberty in
conjunction with assistance to the recruiting service are only
recomendati ons. The service nenber’s comand is the granting authority.
The deci sion on whether or not to grant |eaveextensions or special liberty
rests solely with the commandi ng of ficer

a. Recruiting officers or 1& s will ensure that Marines and their
commandi ng officers are given witten notification (referencing this
Manual ) when they recommend a Marine for a | eave extension or 4 day
special liberty. They should assist the Marine in getting the |eave
ext ensi on.

b. If unable to conplete the enlistnent of the applicant recruited by
a Marine on | eave, prior to the conmencenent of return travel, recruiting
of ficers are authorized to recommend the | eave extension or 4 day specia
liberty if, in their opinion, there is reasonabl e expectation that the
applicant will be enlisted
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3. Dissenmination. Commanding officers will stress this program by:

a. Requesting personnel departing on leave visit the representatives
of the recruiting service in their |eave areas.

b. Encouragi ng personnel departing on | eave to take prospective
applicants to recruiting stations.

c. Directing attention of all personnel comrencing |leave to the
provi si ons of PARAGRAPH 2023. 2, above.

d. Enphasizing conduct on |l eave and liberty which will make a
favorabl e i mpression on the public.

e. Uilizing unit newspapers to publicize this program and the
provi sions of this Mnual .

2023. FOREIGN LEAVE. Commandi ng officers may authorize personnel to take
leave in foreign areas. A terrorist threat brief is required as di scussed
i n subparagraph 4 bel ow.

1. Marines desiring to take | eave or travel outside the United States or
outside the territory or foreign country of current assignment nust obtain
approval fromtheir conmandi ng officer.

2. Marines desiring to take leave or travel to or within U S. possessions
of Puerto Rico, Virgin Islands, Guam Anmerican Sanpa, and Northern Mariana
I sl ands do not require travel clearance.

3. Foreign O earance Guide. Travel clearance requirenents and i nformation on | eave
are contained in the DoDDir 4500.54, Departnent of Defense Foreign C earance Guide
(FCG. Copies can be requested through Defense Supply Center, Ri chnond (DSCR)
Subnmit requests for the DoD FCG on letterhead stationary and include justification
description (General Info book and all unclassified regional books), stock numnber
FCGXXALL, number of copies, and conplete official nmailing address, DoD Activity
Address Code (RUC and/or U C), and point of contact phone and fax nunber.

The letter should request an initial issue of the FCG booklets and al so request that
the unit be placed on automatic distribution. Ml request to DCSR (Attn: JNAB
(FLIP Cell), 8000 Jefferson Davis H ghway, R chnond, VA 23291-5338 or fax to DSN
695- 6524 or comrerical (804) 279-6524. Tel ephone inquiries should be directed to 1-
800-826- 0342, (804) 279-6500 or DSN 695-6534. Aviation commands who currently have
FLI P accounts should note their account nunber on the request.

a. The FCGis a directive of the Ofice of the Secretary of Defense (OSD), the
Mlitary Departnents, Joint Staff, Unified and Specified Commands and DoD Agenci es
and Field Activities. The FCG applies to DoD and non- DoD personnel traveling under
of ficial sponsorship (including | eave). The FCGis published in several volunes
di vi ded geographically and al so has a cl assified suppl enent.

b. A current copy nust be nmintained by Marine Corps activities that:

(1) plan, clear, and process aircraft entering or flying over
foreign nations and aircraft reenteri ng CONUS

(2) clear and process cargo for transport by DoD aircraft
operating to, from and between foreign areas.
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(3) brief, clear, and process personnel for official TDY/ TAD
travel and |l eave to, from and between foreign areas and between U.S.
areas outside CONUS

4. Terrorist Threat Briefings. Before traveling overseas all Marines
will be provided a briefing concerning both the terrorist threat posed to
their safety and the precauti ons which should be taken to mininize their
vul nerability. Marine Corps Order 3302.1, Marine Corps Antiterrorism
Program contains detailed information on briefing requirenents. At a

m nimum the local Naval Crimnal Investigative Service Resident Agent
and &/S2 will be consulted for terrorist threat information. Marines
traveling OCONUS are required to receive, at a mininum a Level | briefing
whi ch nust be recorded on the Unit Diary and | eave papers. Oficia
travel ers should obtain a brief concerning local terrorist threat
situations fromthe sponsoring supported agency security officer

5. Crine and Gt her Adverse Conditions. The Departnent of State (DOS)
Travel Advisory Programfor U S. citizens traveling and residi ng abroad
enbraces two general categories: Travel warnings and Consul ar | nformation
Sheets (CIS)

a. Wien DOS recommends deferral of all travel to a country, a trave
warni ng i s issued.

b. Consular Information Sheets, which cover every country in the
worl d, include general guidance for the traveler as well as country-
specific and current information regarding crine, security conditions,
and areas of instability.

c. For those countries where avoi dance of travel is recomended, both
travel warnings and Consul ar Informati on Sheets are issued. Trave
war ni ngs and Cl Ss are avail able at any of the 13 regi onal passport
agenci es www. travel . state.gov/travel _warnings.htm, field offices of
the U S. Departnment of Commerce, and U.S. Enbassi es and Consul at es abroad.
They may be obtained by mail: list countries of interest and send a
sel f-addressed, stanped envel ope to the Ctizens Enmergency Center, Bureau
of Consul ar Affairs, Room 4811, Departnent of State, Washington, DC
20520. Audible travel warnings and Cl Ss nay be heard anytine by dialing
the Citizens Energency Center (202) 647-5225 from a touchtone phone. The
recording is updated as new i nformati on becones avail abl e.

d. Mrines are rem nded to report inmediately to the nearest U S.
CGovernnent security elenent any terrorist or criminal incidents or other
civil disturbances which they witness or in which they becone invol ved
whil e on travel status.

2024. LEAVE AVWAI TI NG DI SCHARGE, SEPARATI ON, TRANSFER TO THE FMCR, OR
RETI REMENT (TERM NAL LEAVE)

1. Authorization. Comanders, upon request, may grant |leave up to the
extent of accrued | eave. Authorized terminal |eave shall run
continuously, to include normally authorized liberty periods, such as
weekends and hol i days. Leave in excess of 90 days may not be granted

wi t hout prior authorization fromthe CMC (MVEA or MMOA). Marines all owed
to take terminal |leave are carried in a chargeable status and repl acenents
wi Il not be provided during the | eave period. Marines serving overseas
who are separating upon return to CONUS may request up to 60 days | eave
prior to conpletion of the prescribed overseas tour. Procedures for
requesting | eave and conditions upon which approval of such requests wll
be granted are contained in MCO P1900. 16
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2. Administrative Procedures. Absence on |leave at the time of separation
or retirenment without the necessity of return to the separation site, if
this is desired, should be granted when requested in order to preclude the
| oss of leave and to mnimze accrued leave. |f leave without return to
the separation site is desired and granted, all possible preseparation
counsel ing and adm ni strative processing should be acconplished prior to
the Marine's departure on |leave. The Marine must agree to notify the
conmander havi ng custody of the service records, by tel ephone, FAX or
telegram on the effective date of separation, of the Marine's |ocation on
that date so the DD Form 214 can be mailed. For those Reserve officers
aut hori zed | eave per this PARAGRAPH, the constructive travel tine, as
defined in MCO 1900. 16, will be conmputed and aut horized to be used prior
to entry into a |l eave status. Marines who avail thenselves of |eave and
who are absent on leave at the time of separation (do not return to
separation site) will be charged | eave for the | ast day of active duty.

3. Terminal Leave for the Purpose of Securing Federal Enploynent.

5 U S C, section 5534a authorizes a nenber of a uniforned service on
separation | eave to accept a civilian office or position in the Governnent
of the U.S., its territories or possessions, or the Government of the
District of Colunbia and entitles the nenber to receive the pay of that
office in addition to pay and all owances fromthe uniformed service for

t he unexpired portion of the terminal |eave. Marines assigned to the
retired lists or the Fleet Marine Corps Reserve are subject to the
conditions affecting entitlenent contained in part 2, chapter 1 of the DoD
Mlitary Retired Pay Manual. Normally Federal agencies require
certification that the nmenber is on termnal |eave prior to granting

enpl oynment. Terminal |eave granted for purposes of enploynent referred to
by 5 U S.C., section 5534a will include the follow ng statenent on the

| eave aut horization: Separation Leave, 5 U S.C., section 5534a.

4. Restrictions on Enploynent. Marines in a termnal |eave status whether prior to
retirement, discharge, or separation are still in an active duty mlitary status.
Accordingly, the proscriptions agai nst enpl oynent by defense contractors furnishing
war nmaterials to the DoD and other statutory and regul atory proscriptions agai nst
enpl oynent of active duty nmenbers are applicable (see SECNAVI NST 5370.2.). Cui dance
regarding the propriety of enploynment during a period of |eave nay be obtained from
the local |aw center.

2025. LEAVE AVWAI TING ORDERS AS A RESULT OF DI SABILITY PROCEEDI NGS. A Marine on
active duty who has been found unfit to continue naval service by the Physica

Eval uati on Board (PEB) and who has unconditionally accepted the PEB findi ng nay,
subject to the Marine's consent and the Commanding Officer’s approval, be ordered
home to await final disposition of the disability proceeding, as per the current
edition of chapter 8 of MCO P1900. 16 ( MARCORSEPMAN). Leave will be charged to the
extent that |eave is available, beginning with the date of arrival hone or the date
after constructive travel tinme ends, which is earlier. The date of departure from
the old duty station is a day of duty. Wen the date of arrival hone is the sane
day as the date of departure, leave is charged for the day following. Leave will be
charged as it accrues for each day the Marine remains in an awaiting disability
proceedi ngs status, including those Marines with a negative | eave balance. This
charge-as-it-accrues requirenent neans that no | eave renmins available to reduce a
negative bal ance that existed on the date the Marine was ordered hone.

2026. APPELLATE LEAVE OR LEAVE AVWAI TI NG ADM NI STRATI VE SEPARATI ON.
The renoval of those nmenbers awaiting a punitive discharge,

dism ssal, involuntary adm nistrative separation, or adnministrative
separation for cause fromthe presence of the active force

pronotes readi ness by maintaining the highest standards of conduct
and performance throughout the Marine Corps. Menbers
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awai ting appellate review of a punitive discharge or dism ssal nmay be
permtted (voluntary | eave awaiting appellate review) or required
(involuntary | eave awaiting appellate review) to take | eave. Menbers
bei ng deadmi nistratively separated for cause may al so be granted

| eave when in the best interests of the conmand.

1. Appellate Leave. Detailed procedures for appellate |eave are
contained in MCO 1050. 16, Appellate Leave Awaiting Punitive Separation

2. Leave Awaiting Adnministrative Separation. Menbers awaiting conpletion
of administrative processing for separation for cause nmay, when in the
best interests of the Marine Corps, be granted | eave upon subm ssion of a
written request to the officer exercising general court-nartial convening
authority. Menbers volunteering for such | eave who have accrued | eave to
their credit shall be charged with accrued leave until it is exhausted.
Any | eave beyond that which was accrued will be charged as excess | eave.
Leave authorization under this subPARAGRAPH does not apply to nenbers
awai ting adm ni strative separation for expiration of enlistnent or
fulfillment of service obligation. Leave awaiting adm nistrative
separation may be term nated by the officer granting such | eave at

any time by witten notification to the nmenber. Involuntary |leave is

not authorized for Marines awaiting adm ni strative separation

a. Leave awaiting administrative separation will be granted only if:

(1) there are no additional proceedi ngs necessary for execution of
the di scharge which require any further action by the Marine or would
require the Marine' s physical presence; and

(2) the general court-martial convening authority believes that
current proceedings will result in the Marine’ s separation

b. Leave awaiting adnministrative separation will be term nated by the
of ficer exercising general court-martial authority upon the Marine's
written request.

2027. PHYSI CAL EXAM NATI ONS. Marines authorized | eave under the
provi si ons of PARAGRAPHs 2025, 2026, and 2027 of this Manual shall have
conmpl eted physical exam nations as prescribed in Article 15-29 of the
Manual of the Medical Departnent. |In those instances where the serol ogic
test for syphilis is perforned i mediately prior to the start of
authorized | eave, the Marine nust be verbally counsel ed and advi sed in
writing of the possibility of devel oping venereal disease during the

peri od between serologic testing and separation, of the need for follow up
bl ood testing, of the necessity for nedical care in the event synptons of
venereal disease develop and, in general terns, of the sources of nedica
care available up to the actual separation fromthe Marine Corps.

2028. MEDI CAL RESTRICTIONS. Marines undergoing treatnment for an
i nfecti ous or contagious di sease shall not be granted | eave except under
the conditions outlined i n PARAGRAPH 2012. 7.
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LI BERTY REGULATI ONS
3001. LIBERTY

1. Regular Liberty. Regular liberty should nornally be granted from

the end of normal working hours on one day to the commencenent of working
hours on the next working day. On weekends, regular liberty should
normal Iy be authorized to comence at the end of working hours on Friday
afternoon until the comencenent of normal working hours on the foll ow ng
Monday norning. For Marines on shift work, equival ent schedul es shoul d be
arranged, though the days of the week may vary. Regular |iberty periods
shal | not exceed 3 days. Public holiday weekends and public holiday days
or periods specifically authorized by the President of the United States
are regular liberty periods.

2. Special Liberty. Special liberty shall not be conbined with regul ar
liberty or holiday periods when the conbi ned periods of continuous absence
will exceed 3 days (e.g., a 3-day special liberty period nmay not be

conbi ned with a weekend).

3. Three or Four Days Special Liberty. Special liberty periods of 3 or 4
days nmay be granted on special occasions or in special circunmstances, such
as, but not limted to:

a. conpensation for significant periods of unusually extensive
wor ki ng hours;

b. special recognition for exceptional perfornmance, such as Marine of
t he nonth/year, etc.;

c. conpensation for |ong or arduous depl oynment from home stations or
honeport, afloat or in the field;

d. conpensation to Marines on ships in overhaul away from honeport;

e. conpensation for duty at a unit or activity for which norma
liberty is inadequate due to isolated |ocations;

f. atraffic safety consideration for |ong weekends or avoi dance of
peak traffic periods; or

g. house hunting trips for Marines returning from overseas tours who
are not otherwise eligible for perm ssive TAD as prescribed in
MCO P1000. 6.

4., Limtations

a. Three-day special liberty is a liberty period designed to give a
service nmenber 3 full days absence fromwork or duty, usually begi nning at
the end of normal working hours on a given day and expiring with the start
of normal working hours on the 4th day (e.g., from Monday evening unti
Friday norning or fromFriday evening until Tuesday norning). Wen a
3-day liberty enbraces only regular liberty time, such as Saturday and
Sunday with a Friday or Monday National Holiday (when schedul ed work hours
are not included), the tine off is regular liberty. A 3-day specia
liberty period may not be conbined with normal |iberty or holiday periods
when the conbi ned periods of continuous absence woul d exceed 3 days.

b. Four-day special liberty is a liberty period designed to give a
service nmenber 4 full days absence fromwork or duty, usually expiring
with the start of normal working hours on the 5th day, and including at
| east two consecutive non-work days (e.g., from Wdnesday eveni ng unti
Monday nor ni ng) .
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c. Liberty periods shall not be effective in succession or used in
series through reconmtment i mediately after return to duty.

d. Leave and special liberty should not be combined in continuous
absence fromthe duty station, nor should they be effective in succession
or series through comencenent of one i mediately upon return to duty from
the other. Leave and special liberty may only be conbi ned when the Marine
will physically be within the normal comruting | ocation (as established by
the | ocal comrander) and available for recall to duty during the specia
liberty period. Wen conbined with special |iberty, Marines will not be
charged annual |eave during the special liberty period provided they are
within specified liberty linits.

5. Conpensatory Liberty. Wen the operational situation permts,
conpensatory tine off as liberty should normally be granted foll ow ng
duty on national holidays. Wen granted, this conpensatory tinme off
shoul d, except in unusual circunstances in individual cases, be granted
on the first working day following the holiday. If a holiday falls on
a weekend, a Friday or Mnday is designated as the non-workday.
Conpensatory tine off is to be applied to both the holiday and the

desi gnat ed non-wor kday, on a day-for-day basis.

6. Extensions of Liberty. Wen a Marine requests an extension of an
aut hori zed period of special liberty and the said tinme (special liberty
and extension) shall exceed 4 days, that portion that exceeds the specia
liberty shall be charged to the Marine' s | eave account.

7. Medical Restrictions. Marines under treatnent for infectious or
cont agi ous di sease shall not be granted liberty while they are in an

i nfecti ous stage except in cases of urgent personal matters, which in the
di scretion of the officer in conmand or conpetent nedical authority
warrant aut horization of such liberty.

3002. LIBERTY LIMTS. Wile liberty is permssion to | eave the duty
station, it does not include permission to | eave the general vicinity of
the post or station. Comanders shall define liberty Iimts in |oca
liberty regulations after taking into consideration the [ocal situation
i ncluding the surrounding facilities, availability of transportation
conmut i ng di stances, and ot her pertinent factors.

3003. LI BERTY PASSES. A valid Arnmed Forces ldentification Card, DD Form
2MC, shall suffice to identify a Marine on authorized |iberty. Liberty
passes may be used to control the authorized absence, other than | eave or
admi ni strative absence, of Mrines below the grade of corporal when, in

t he judgment of the conmander or the senior officer in the chain of
command, it is deened necessary for security, operational, or other
overriding circunstances. Wen deened necessary, the following liberty
passes and |ists nmay be used:

1. Reqular Liberty. When liberty passes are prescribed for regul ar
liberty within the general vicinity of the duty station, the Arned Forces
Li berty Pass (DD Form 345) shoul d be used.

2. Liberty Lists. Wen liberty passes are used, liberty lists should be
mai nt ai ned by using NAVMC 10472 or other locally devised lists.

3. Special Liberty or Perm ssion to Leave the General Vicinity
of the Duty Station. When such passes are deened necessary by
t he commander or the senior officer in the chain of conmand,
the Liberty Request/Qut of Bounds Pass (NAVMC
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10471) may be used to authorize special liberty or permssion to | eave the
general vicinity of the duty station

4. Special Passes. \When deened appropriate or necessary to publish
speci al instructions, the conmander or the senior officer in the chain
of conmand nmay require the use of special passes for regular or special
liberty for visits to foreign countries or places which are contiguous
to local liberty areas.

3003. PUBLIC HO.I DAYS. The follow ng holidays established by | aw shoul d
be observed except when mlitary operations prevent. Wen such holidays
fall on a Saturday, the Friday before shall be considered a holiday. Wen
such holidays fall on a Sunday, the Monday after shall be considered a
holiday. Oher public holidays may be designated by the President on a
one time or continuous basis.

1. New Year’'s Day, 1 January.

2. Dr. Martin Luther King, Jr.’s Birthday, the third Monday in January.
3. President’s Day, the third Mnday in February.

4. Menorial Day, the last Mnday in May.

5. I ndependence Day, 4 July.

6. Labor Day, the first Monday in Septenber.

7. Colunmbus Day, the second Monday in Cctober.

8. Veterans Day, 11 Novenber.

9. Thanksgiving Day, the fourth Thursday in Novenber.

10 Christmas Day, 25 Decenber.

3003 ABSENCE OVER LIBERTY. For detailed instructions regardi ng absence
over liberty and exceptions thereto see PARAGRAPH 2021. 2.
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CHAPTER 4
ADM NI STRATI VE REQUI REMENTS

4001. LOCAL LEAVE AND LI BERTY REGULATI ONS. The Marine Corps Manual, 1980, requires

that | eave and liberty orders be published for each command. In addition to such
other information and instructions as nmay be dictated by the local situation
commanders shall include the following in local |eave and |iberty regul ati ons.

1. Information Applicable to Leave and Liberty

a. contents of the PARAGRAPH 1303.2c of the MCMC, 1980 verbatim as
foll ows:

MIlitary police, shore patrols, security police, officers, petty
of ficers, and nonconmi ssioned officers of the Arned Forces are
authorized to take preventive or corrective measures, including
apprehension, if necessary, in the case of any nenber of the
Armed Forces who is guilty of committing a breach of the peace
di sorderly conduct, or any other offense which reflects

di scredit upon the Annex Forces. Personnel on |eave or liberty
are subject to this authority.

b. An enmergency is defined as a situation wherein the need or apparent need for
nmedi cal or dental attention is such that tinme does not pernit application to a
Federal medical or dental facility, including those avail able through Veterans’
Administration facilities, or obtaining the required authority in advance.
Emergency dental care is limted to tenporary neasures appropriate to relieve pain
or to abort infection and does not include the furnishing of prosthetic appliances
i ncluding crowns or inlays, or the use of gold or other precious netals for
fillings.

(1) If emergency medical or dental care is required and there are nonava
facilities available, initial application shall always be made to another Federa
medi cal or dental facility, if available. (Federal facilities are those of the
Navy, Army, Air Force, Public Health Service, and Veterans’ Adm nistration.)

(2) If the foregoing is not feasible, in a bona fide enmergency situation
Marines may obtain emergency treatnent from any source at Governnment expense.

(3) If Marines on leave or liberty are hospitalized, they should i nmediately
notify their conmanding officer or the nearest Marine Corps activity or
representative and request instructions and assistance. |If on |eave, the Leave
Aut hori zation (NAVMC 3), should be endorsed or annotated to show, over the doctor’s
signature, the place hospitalized, the tine and date of adm ssion, time and date of
rel ease, and the diagnosis. |If traveling under orders issued by conpetent authority
or on authorized liberty, a statement fromthe attendi ng physician containing this
i nformati on shall be obtained for delivery to the Marine’ s comrandi ng of ficer
Conval escent | eave can be reconmended by a civilian or nmilitary doctor

(4) Whether or not civilian enmergency health care involves hospitalization
the Marine is responsible for obtaining bills for such treatnent. Itemnmized bills
must show dates on or between which services were rendered or supplies furnished,
and the nature of the charge for each itemfor presentation to the Marine's
commandi ng officer in order that the bill may be
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processed per the provisions of NAVMEDCOM L320. 1, Non-Naval Medical and
Dental Care

c. Personnel, by billet, authorized to sign | eave papers. |If this
information is docunented el sewhere, it does not have to be incl uded.

d. Local check-in/check-out procedures for |eave.

e. Any anplifying information the |ocal commander may w sh to add.

2. Information Applicable to Leave

a. Leave is granted under the condition that the Marine can return
to duty upon expiration of the |leave at the place and tine specified in
the | eave authorization. It is also the Marine's responsibility to have

sufficient funds to defray all expenses including transportation. Marines
may obtain space required return transportation assi stance from any

uni formed services installation, the cost of such transportation is

subj ect to |unp-sum checkage fromtheir pay accounts and they may be
subject to disciplinary action if the transportati on authorized and
arranged for them does not ensure their arrival at their command prior

to expiration of the |eave.

b. Note: |If the comand has shift workers, include a listing of the
tinme frames for each shift (if practical). Leave papers for shift workers
shoul d have "shift worker" annot at ed.

3. Information applicable to reqular and special liberty

a. Definitions.

b. Anplifying information.

c. Liberty hours.

d. Liberty limts (to include normal comuting range, regular, and
special liberty limts, etc.). Linmts are site specific and are

det erm ned by the conmander.

4002. LEAVE AUTHORI ZATI ON ((NAVMC 3)

1. Usage. The Leave Authorization (NAVMC 3), should be used for
requesting as well as authorizing leave in all cases except:

a. Leave granted as delay en route.
b. Leave granted in conjunction with TAD or permni ssive TAD.
c. Emergency | eave involving funded travel

d. Leave under other circunmstances where specific instructions are
requi red or advisable, such as in the case of sone foreign |eave (i.e.
NATO), separation |eave, |eave while awaiting appellate review,
adm ni strative di scharge, etc.

2. Preparation Instructions. Wen the NAVMC 3 is used, the instructions
contained on the formconstitute the conditions under which the leave is
granted. Prior to approval, the leave granting authority should ensure
that the requesting Marine understands these instructions as well as
pertinent instructions in |ocal |eave regulations. The |eave

aut horization will be conpleted as foll ows:
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BLOCK # ENTER

1

10

11

12

13-14

15

16

17

18

19

20

21

Title of authorizing official to grant |eave; i.e., commandi ng
officer, director/chief of staff, inspector-instructor, first
sergeant, or del egated official

Last nane, first nane, niddle initial, grade, SSN
and mlitary occupational specialty.

Conpl ete address of organi zation and comercial unit
t el ephone nunber and area code.

Nunmber of days aut horized and incl usive dates.
Date and tine authorized to depart on | eave.
Date and tine required to return froml eave.

Type of |eave (annual, energency, term nal | eave,
etc.).

Total nunber of days taken this fiscal year (FY)
(1 Cctober to 30 Septenber).

Leave bal ance taken from MCTFS.

Expiration of current contract.

Leave address and tel ephone nunber.

Si ghature and dat e.

| medi ate superior will check appropriate box and sign in
signature block. |If leave is disapproved, an explanation

wi |l be provided in colum indicated.

XO director/chief of staff/deputy, OOD DNCO.

Grade and conponent of above

Title of above.

Date and tine Marine departs for | eave and signature of duty
officer or the duty noncomi ssioned officer (DNCO. In cases
of check-out by tel ephone, the Marine will conplete this block
after checki ng out by tel ephone.

Date and tine Marine returns froml eave and signature of duty
officer or DNCO I n cases of check-in by tel ephone, the Marine
will conplete this block after checking in by tel ephone.

Nunber of days extension granted, date granted, signature of
granting officer, and unit or attach a copy of the docunent
aut hori zing extension to original |eave papers.

Nanme and address of hospital, tinme and date adnitted, tine and
date rel eased, any pertinent remarks, diagnosis, and signhature

of attending physician, civilian or mlitary.
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22 Nunber of days | eave charged, inclusive dates, and unit diary
nunber reporting the | eave.

NOTE: The unit transaction regi ster nunber will not be entered on the
| eave papers.

3. Distribution. A copy to the Marine and the original to the
correspondence files after conpletion of required unit diary action
Copy to the unit mail orderly.

4003 TRAVEL ORDER LEAVE AUTHORI ZATION. Leave authorized as del ay

en route, in conjunction with TAD, as energency |eave involving funded
travel (i.e., delay en route or TAD in connection with energency |eave)
or perm ssive TAD, and other |eave where the conditions and circunstances
are such that the NAVMC 3 is inadequate, should be authorized in trave
orders or in letter format. Information to be included in | eave

aut hori zati ons under various circunstances is contained i n PARAGRAPH
5002 and nmay be further anplified as the local situation nay dictate.

4004 DELAY EN ROQUTE. Leave granted as delay en route should, if requested, be
authorized in PCS orders or endorsenents thereto; hereinafter referred to as orders.
In all cases, a copy of the orders issued shall be furnished by the command or

organi zation to which the Marine is to report for duty. |If the Marine is being
transferred from CONUS to an overseas duty station, the delay should be granted en
route to the port of enbarkation of the staging conmand. |f the PCS order includes

tenporary duty en route to the ultimte duty station, the delay nay be granted
before or after any tenporary duty within CONUS, provided reporting dates are met.
As an exception to the foregoing, Mrines who desire to take |eave in close
proximty to their overseas duty stations nay be authorized to do so per PARAGRAPH
2024 and provided such is indicated on the appropriate port call docunment submtted
per the provisions of MCO 4650.30. Orders authorizing delay en route should include
the foll ow ng as applicable:

1. Leave address. Orders authorizing delay en route shall include the Marine's

| eave address and the name and address of next of kin to be notified in case of
energency. The Marine’ s | eave address shoul d be where the nenber plans to spend the
| eave or where the menber will maintain contact while on | eave. Such orders issued
shall require all Marines to report any changes in their | eave address to the CMC
(MMOA or MVEA)

2. Leave Authorized and Leave Bal ance. The nunber of days authorized as delay en
route, the Marine’'s | eave bal ance upon conpletion of the authorized | eave, and | eave
extension instructions shall be included in orders issued. Refer to MCO P1000. 6,
for other required instructions.

4005. ADM NI STRATI VE | NSTRUCTI ONS FOR EMERGENCY LEAVE | NVOLVI NG FUNDED LEAVE
TRAVEL. The provisions of this PARAGRAPH are applicabl e when aut horized energency

| eave is involved fromoverseas to CONUS, from CONUS to overseas, and between
overseas areas, and return when return is required, provided an AMC channel exists
for any segnment of the journey. Energency |leave within the scope of this chapter
provi des for the expenditure of appropriate funds for AMC travel. Therefore
appropriate travel orders, which include | eave authorization, are required. Except
as aut horized in PARAGRAPH 5004.1 or 2 below, travel shall be performed in a TAD
status and appropriate TAD orders shall be issued. The pertinent provisions of MCO
P1000. 6 and PARAGRAPH 4004 of this order apply.
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1. PCS Oders

a. Overseas conmanders, Oficers In Charge (O Cs), and ot her
subordi nate conmanders to which this authority nay be sub-del egated, are
aut horized in cases of Marines who have 90 days or |ess renmining on their
current overseastours at the tinme they depart their overseas duty station
for emergency |eave in the CONUS (| ess Al aska and Hawaii) and when they
are in receipt of PCS orders, to nodify the effective date of the PCS
orders issued by the CMC (MVEA or MMOA) fromthat set forth in the orders
to the date of departure on energency |leave. This Manual and the current
MCBul in the 1321 series shall be cited as authority for such
nodi fi cati ons.

b. Overseas commanders, O Cs and ot her subordi nate commanders to
which this authority may be sub-del egated, are authorized in cases of
Mari nes who have 90 days or less remaining on their current overseas tour
at the tine they depart their overseas duty station for energency |leave in
the United States (less Alaska and Hawaii) and who are not in receipt of
PCS orders, to issue energency |eave in connection with PCS orders to such
Marines directing themto proceed to CONUS for further assignment by the
CMC (MVEA or MMODA). This Manual and the current MCBul in the 1321 series
shall be cited as authority for issuance of such PCS orders.

c. Wen orders are nodified or issued per PARAGRAPH 5005, the CMC
(MVEA or MMOA) shall be provided pertinent details including the Marine's
| eave address, by nessage (including periods of MNIMZE). Additionally,

such orders shall be included when conpiling the report required by
MCO 7130. 1.

d. Oders issued per PARAGRAPH 4005. 1b shall include the follow ng:
(1) Instructions for the Marine to report to the nearest Marine
Corps activity upon arrival in CONUS for endorsenment on the orders prior
to proceeding to the energency | eave address.
(2) Instructions directing the Marine to provide the CMC ( MVMOA or
MVEA) the following information by collect telegramto (703) 784-9300 for
of ficers and (703) 784-9217 for enlisted Marines, The DSN prefix is 278.
Provide the follow ng information
(a) nane,
(b) grade,
(c) SSN,
(d) date and tine arrived CONUS
(e) port of entry,
(f) nunmber of days |eave authorized, and
(g) | eave address and phone nunber.
2. TAD Oders
a. Marines authorized enmergency | eave within the scope of
PARAGRAPH 2012, other than as provided i n PARAGRAPH 5004. 1,
shall be issued TAD orders in connection with energency | eave as
set forth in the JFTR  The orders will authorize travel from

overseas to the CONUS, fromthe CONUS to overseas, and
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bet ween overseas areas and return, as required by the location of the
Marine’'s duty station and domicile.

b. Commercial transportation may be authorized or approved only upon
a determination that, considering the nature of energency involved, space
requi red Governnent transportation is not reasonably avail abl e.

c. In addition to other instructions required by MCO P1000.6, to be
i ncluded in TAD orders and dictated by the local situation, all such TAD
orders shall include the foll ow ng:

(1) Instructions for the Marine to report to a specific
transportation termnal for Governnent transportation

(2) Instructions for the Marine to report to the Marine liaison
or nearest Marine Corps activity, if one is located in the i medi ate
vicinity, on arrival at the AMC terninal at destination for endorsenent
of the Marine's orders to term nate the TAD and conmence the energency
leave. |If there is no Marine liaison or Marine Corps activity in the
vicinity of the AMC terminal, call the Marine Corps Liaison at Los Angel es
Airport, conmercial: (310) 363-1997/3590, DSN. 833-1997, or fax to
(310) 216-7723 to ensure that the orders are again endorsed to certify
the tine and date reported upon conpletion of the |eave for return
transportation to parent comand.

(3) Leave address, number of days |eave authorized, and the
Marine’ s | eave bal ance upon conpletion of the | eave authorized. 1In the
case of enlisted Marines, the ECC will al so be included.

(4) Instructions that any request for extension of the authorized
| eave shoul d be addressed to the Marine Liaison, LAX as specified in
PARAGRAPH 2012. 5n.

(5) Advise that, if the circunstances so dictate, the Marine
shoul d seek the assistance of the nearest Marine Corps activity or
representative, in subnmtting a request for humanitarian transfer or
hardship discharge. |If it is not feasible to contact a Marine Corps
activity or representative in this regard, such a request may be subnitted
directly to CMC (MVEA for enlisted personnel and MMOA) for officer
per sonnel ).

(6) A statenent that while in a TAD status travel via Governnment
air is directed, Transportation Priority | certified en route to
destination and Transportation Priority Ill certified for return
transportati on.

(7) Estimated cost and a statenent that no expense to the
CGovernment, other than for transportation in-kind, will be furnished

(8) The Customer Identification Code (CIC) for AMC transportation

4006. APPROPRI ATI ON DATA. O ders issued under authority of PARAGRAPH
5004 shall include conpl ete applicable appropriation data. |In TAD orders
i ssued in connection with energency |eave, indicate the appropriation data
chargeabl e to that account which supports the TAD travel of the command to
which the Marine is assigned. |In PCS orders issued in connection with
emergency | eave, include the follow ng appropriation data:

a. Marine Oficers. TravChar appnl7*1105.2753, BCN 44690, AAA 000027,
CC 74128 of f tvl (TIK), 74122 off tvl (MALT), 74124 off tvl (Per Dien
74150 depns (TIK), 74178 depns (MALT), 74185 depns (Per Dien), 74152 and
74154 trans HHG 74157 (DLA).
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b. Marine Enlisted. TravChar appnl7*1105.2753, BCN 44690, AAA 000027,
CC 74129 enl tvl (TIK), 74123 enl tvl (MALT), 74125 enl tvl (Per Diem
74160 depns (TIK), 74179 depns (MALT), 74186 depns (Per Dien), 74162 and
74164 trans HHG 74167 (DLA) and 74131 (TLE) - Jr. Enl. E-4 and bel ow.

NOTE: *Last digit of FY in which the Marine is detached.

4007. RECEI VI NG ENDORSEMENT. Marines ordered to the CONUS under
authority of PARAGRAPH 4005 who are not in receipt of an ultinmate duty
station prior to detachnent shall be required to certify a receiving
endorsenent to their orders. This endorsenment should contain | anguage
which is both specific and tine-liniting, as follows:

"I understand that upon conpletion of ny | eave and | acking receipt of
orders that | amrequired to contact CMC (MVEA or MMOA) no | ater than
2400, (date) at (703) 784-9300 for officers and (703) 784-9217 for
enlisted Marines, DSN. 278. | further understand that nmy failure to
conply with this requirenment may result in disciplinary actions."

4008. RESPONSI BILITY AND ADM NI STRATI VE PROCEDURES FOR LEAVE ACCOUNTI NG

1. Ceneral. Leave accounting is an inportant adm nistrative function
Accounting for leave is inportant for individual Marines to allow themto
be reinmbursed for unused |l eave at the end of their enlistnment. In

addition, |eave accounting can result in major financial |osses to the
Marine Corps if Marines being reenlisted or discharged have not used | eave
to which they are entitled, or the | eave used has not been properly

recor ded.

2. Responsibility

a. Commanding Officers

(1) The commandi ng officer has the ultinmate responsibility for
reporting information into the Marine Corps Total Force System (MCTFS) and
ensuring that all authorized annual |eave, supported by the NAVMC 3 is
promptly and properly reported by unit diary entry. The commandi ng
officer is also responsible for ensuring all orders authorizing del ay,
which is charged as annual |eave, are submitted within 3 working days,
following conpletion of travel, to the disbursing officer for |iquidation
and entry of annual |eave or delay into MCTFS.

(2) The commanding officer is responsible for verifying | eave data
entered into MCTFS by the disbursing officer. 1In those cases where del ay
or leave is authorized on orders, but does not appear on the LES within
2 months, the unit shall contact the disbursing officer to verify the
status and or request submnission of the | eave data as required.

b. Disbursing Oficers. The disbursing officer is responsible for
processing all orders involving delay (leave) and ensuring that annua
| eave is pronptly and properly entered into MCTFS. This responsibility
pertains to all types of PCS, TAD, and reassignment orders, to include
perm ssive TAD and nonappropriated orders funded by the Marine Corps or
fromcivilian sources.

c. Staff Oficers of Senior Headquarters. Commanders of major
headquarters nay del egate authority for the nanagenent and
approval of |leave to senior staff officers (Gstaffs, departnent
heads, division heads, branch heads, etc.). These senior staff
of ficers are responsible for ensuring that the annual |eave is
promptly and properly reported to the Marines’ comandi ng
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of ficer using the procedures in PARAGRAPH 4008.3. A single control point
will be established for this purpose.

3. Administrative Procedures for lLeave Accounting

a. Except for orders authorizing | eave or delay, the NAVMC 3 shal
normal |y be used as the source document for granting, reporting,
liquidating, and auditing of the LES for all annual |eave periods. The
NAVMC 3 shall be prepared per PARAGRAPH 4002 and sent to the conmandi ng
of fi cer having MCTFS reporting responsibility.

b. The commanding officer will establish a 30/31-day file consisting
of folders consecutively nunbered for each day of the nonth. A copy of
the NAVMC 3 will be inserted in the folder which corresponds to the date
that the | eave data is to be entered on the unit diary.

c. Senior staff officers will forward a copy of the NAVMC 3 to the
Mari ne’s commandi ng officer on the day the Marine departs on | eave. The
original conpleted NAVMC 3 will be forwarded to the commandi ng of fi cer on
the first working day after the Marine returns fromleave. Once the
original NAVYMC 3 is received, |eave nust be pronptly and properly
reported by unit diary into MCTFS

d. The original NAVMC 3 shall be placed in the command’ s
correspondence file upon conpletion of the MCTFS reporting and unit
diary certification action. The original NAVMC 3 will be retained by
the command for a period of 6 nonths and di sposed of per
SECNAVI NST 5212.5. There is no longer a requirenent to file the
NAVMC 3 in the service record book at any tine.

e. For conmands geographically separated, other forns (such as nava
nmessages) may be used, but the procedures in PARAGRAPHs 4008. 3 above stil

apply.
4009. LEAVE CHECK- OUT AND CHECK-| N PROCEDURES

1. Authorization. Wen |eave has been requested and approved, conmanders
are authorized to permit Marines, departing on and returning fromleave,
to conpl ete check-out and check-in procedures by tel ephone, except for
those personnel in receipt of the DD Form 714 (neal card). Managenent and
control procedures for the DD Form 714 are contained in MCO 10110. 47.
Conmanders may extend such check-out and check-in procedures by tel ephone
to all grades or selected grades (i.e., officers, SNCOs or NCOs only).

2. Administrative Instructions. |If such authorization is granted, each
Mari ne concerned shoul d be:

a. Infornmed in witing that, when on detached duty (i.e., physically
assi gned overseas, but adm nistratively joined on the roll of a CONUS
comuand), the Marine nust notify the conmandi ng officer of the parent
conmand, by nessage, of the time and date of departure and return from al
periods of |eave. This nmessage may be used as a substitute for the
NAVMC 3 at the CONUS command.

b. Permitted to pick up the | eave authorization on the |ast working
day prior to conmencenment of |eave. (PARAGRAPH 2005.2 of this Manua
applies regarding the day of departure and the day of return fromleave.)

c. Instructed to enter the tine and date of commencenent and
term nation of |eave in the appropriate space on the | eave authorization
and to sign the entry inmedi ately after placing each tel ephone call
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d. Directed to deliver the | eave authorization to the conmandi ng
of ficer or the designated representative, at the comencenent of the next
regul ar worki ng day subsequent to term nation of |eave.

e. Inforned that perm ssion to check-out and check-in by tel ephone is
aut hori zed as a personal conveni ence of the Marine and shall not be used
as a neans of extending the period of authorized absence chargeabl e as
| eave.

f. Cautioned that commencenent and termination of |eave nust be made
in the imediate vicinity of the Marine’'s duty station (place from which
Marine normally commutes daily to and from work).

g. Advised that regulations prohibit utilizing special liberty to
extend | eave periods and that injury or death occurring during an inproper
extension of | eave would be incurred "not in the line of duty" with the
resultant | oss of certain benefits or entitlements to the Marine, and or
the imediate fanmily fromthe Marine Corps and other Government agencies.
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CHAPTER 5
ADM NI STRATI VE ABSENCE

5001. ADM NI STRATI VE ABSENCE

1. Purpose. Admnistrative absence for any of the purposes outlined

bel ow may be authorized for Marines. |n approving such requests, care
must be taken to ensure that the planned absence clearly falls within the
criteria provided. |If it does not, the absence shall be handl ed under

normal | eave or liberty procedures. Commanders wth standing

aut horization to grant adm nistrative absence and those who may be

aut horized to warrant such absence on a specific basis shall ensure that
this programis nmonitored closely to preclude adverse criticismand to
prevent use of this programto accumnul ate, rather than expend, accrued

| eave. Administrative absence will not be used in place of valid TAD
requi rements because TAD funds are not avail abl e.

5002. PERM SSI VE TAD ( PTAD)

1. Authorization

a. Commandi ng general s and separ at e/ det at ched or gani zati ona
conmandi ng of ficers are authorized to grant periods of PTAD not to exceed
30 days. This nmay be further delegated. Oher comranders who desire to
grant administrative absence, general officers in conmand who desire to
grant periods in excess of 30 days, and any conmmander who desires
authority to grant admnistrative absence for a purpose not defined bel ow,
shal | request such authorization fromCMC (MP). Requests shall contain at
| east the followi ng information

(1) nunber and grade of military and or civilian personne
i nvol ved;

(2) purpose, duration, and location; and
(3) justification.
b. Leave can be granted in conjunction w th PTAD.

c. PTAD can be granted before or after funded TAD peri ods as separate
orders.

2. Administrative absence may be authorized for the follow ng purposes:

a. Attendance at neetings sponsored by recogni zed non- Federa
technical, scientific, professional nedical, professional dental
prof essional |egal, and professional ecclesiastical societies and
organi zati ons, when the neetings bear a direct relationship to the
menber’ s professional background or primary military duties and clearly
enhance the Marine's value to the Marine Corps.

b. Attendance of a nmenber of the board of directors of a DoD credit
union, at neetings of associations, |eagues, or councils forned by DoD
credit unions, the purpose of which is directly related to the DoD credit
uni on program

c. Participation in conpetitive sports events and essential support
of participants in conmpetitive sports events.

d. Attendance in response to a subpoena, sunmons, or request
inlieu of process, as a witness at a state crimna
i nvestigative proceeding or crimna
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prosecution involving substantial public interest, such as mgjor crines in
whi ch the nenber woul d be an essential w tness.

e. Travel to new permanent station area for the purpose of house
hunting for up to 10 days. Marines issued PCS orders to any | ocation
where Governnent quarters will not be avail able, Marines authorized to
occupy non-CGovernnent quarters at their new pernanent stations, or Mrines
schedul ed for restrictive tours who wish to nove their dependents to a
designated place are eligible to request PTAD. PTAD for house hunting may
be used in conjunction with leave and |iberty, but not with travel and
proceed tine. |If the Marine does not perform PTAD prior to detaching from
the old duty station, PTAD may be authorized by the conmandi ng officer at
the new duty station after the Marine reports for duty. A period of PTAD
for house hunting may not exceed 10 total days including work days and
nonwor k days. Marines separating or retiring are not eligible for PTAD
for house hunting under this PARAGRAPH, but may be eligible for transition
PTAD covered i n PARAGRAPH 5005.

f. Participation in other official or sem -official prograns of the
Mari ne Corps, for which funded TDY is not appropriate, which will enhance
the nenber’s value to the Marine Corps or the nenber’s understandi ng of
the Marine Corps and the nmenber’s relationship to it.

5003. PTAD FOR BIRTH  Conmmanders may authorize up to 10 days PTAD for a
married nmal e Mari ne when his spouse gives birth dependent on the unit’s

m ssion, specific operational circunstances, and the Marine's billet.
Thi s authorization my be extended to unmarried male Marines in

Circunst ances such as, but not limted to, when the unnmarried nale

Mari ne has sol e-custody of the baby. This PTAD nust be conpl eted

within 25 days after the child s birth. [|f appropriate nedica

facilities are not available for delivery, then PTAD up to 10 days

may be authorized for the nale Marine to acconpany his spouse prior

to and i mediately follow ng delivery.

5004. PTAD FOR ADOPTI ON. Commanders may aut horize up to 10 days PTAD for
any Marine adopting a child, or one or both parents of a dual military
coupl e, dependent on the unit’s nission, specific operationa

circunst ances, and the billets involved. The PTAD period should comrence
when the child is ready for placenment to assist the parent(s) in

rel ocating the adoptive child, formalizing |egal requirenents,
establishing a child care program and other tasks as required.

5005. TRANSITION PTAD. Transition PTAD is authorized for Mrines being
involuntarily separated fromactive duty if discharged under honorable or
general (under honorable conditions) as discussed below and in

MCO P1000. 6.

1. Transition PTAD is only authorized in the follow ng circunstances:

a. Oficers or enlisted Marines selected for involuntary separation
by selective early release or retirement boards (SERBs).

b. Oficers and enlisted Marines with a mandatory retirenent date.

c. Oficers nonselected for pronotion and selected for rel ease from
active duty.

d. Enlisted Marines denied further continued service as a result of
Enlisted Career Force Controls (CFC

e. Oficers and enlisted Marines with an approved retirenent date
are eligible for transition PTAD
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f. Oficers and enlisted Marines with an approved separati on under
the VSI or SSB prograns.

2. CONUS- based Marines being rel eased fromactive duty for the reasons
descri bed i n PARAGRAPH 5005.1 above are authorized up to 20 days
transition PTAD. The only exception to this is CONUS-based Mari nes being
rel eased fromactive duty who were domiciliaries before entering active
duty and continue to be domiciliaries of states, possessions, or
territories of the United States | ocated OCONUS, including domciliaries
of foreign countries, are authorized up to 30 consecutive days transition
PTAD only for house and job hunting in the state, territory, possession,
or country of their domcile.

3. OCONUS- based Marines being released fromactive duty for the reasons
descri bed i n PARAGRAPH 5005.1 above are authorized up to 30 consecutive
days transition PTAD

4. The transition PTAD approving authority may be delegated to unit
commanders or other PTAD approving authorities. Al or part of authorized
PTAD may be denied if approval would interfere with mlitary m ssion
acconplishment. Transition PTAD may be taken in conjunction with term na
| eave. CONUS PTAD nay be taken in increnents subject to the approving
authority’s discretion. For those Marines electing to take PTAD in
increnents, it is required that the Marine returns to the inmedi ate
vicinity of the duty station for a mininmum of 24 hours prior to conmencing
the next increnent. Unlike |eave, Marines nay take PTAD successive
Mondays through Fridays as long as they are in the local area for 24 hours
between trips. |If taken in conjunction with ternmnal |eave transition
PTAD runs consecutively.

5. PTAD approved under this programis for house hunting, job hunting, or
other activities to facilitate rel ocation

5006. EXCESS LEAVE

1. Marines may request up to 30 days excess |l eave to acconplish the
obj ective discussed above. Marines nust select transition excess |eave or
transition PTAD, but may not be authorized both.

2. Foreign travel clearance requirenents of PARAGRAPH 2024 apply to
Marines desiring transition PTAD or transition excess | eave outside the
United States or OCONUS area of current assignnent.
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APPENDI X A
DEFI NI TI ONS

DEFINITIONS. The following words and terns are not defined el sewhere in
the Manual. Where the words appear they should be interpreted as neaning
the foll ow ng:

1. Shall. This word nmeans those addressed are conpelled or obligated to
do what is intended or directed.

2. Should. This word is used in the sense of expectation and neans t hat
those addressed will do sonething, but |eaving an option for sone
overriding reason not to do it.

3. Mwy. This word is used in the perm ssive sense and neans those
addressed are given full option to choose whether or not to do sonething.

4., Adm nistrative Absence. A period of authorized absence (i ncluding
perm ssive TAD) not chargeable as |eave, to attend or participate in
activities of a sem-official nature, to the benefit of the Marine Corps
or the DoD.

5. Leave. Authorized absence froma place of duty, chargeabl e agai nst
the Marine’'s | eave account. This leave is earned at the rate of 2.5 days
of | eave per nonth for active duty of 30 consecutive days or nore, except
for periods of: (a) absence fromduty w thout |eave; (b) absence over

| eave; (c) confinenment as the result of a sentence of a court-martial; and
(d) leave required to be taken under 10 U.S.C. 876a, (Title 10, United

St at es Code).

a. Accrued Leave. Earned |eave; earned at the rate of 2.5 days per
month. May be a negative | eave bal ance. The account bal ance of ordinary
earned or accrued | eave nust be reduced to 60 days at the end of the
fiscal year, except as provided i n PARAGRAPH 2008. Accrued |eave is also
referred to as "earned | eave."

b. Advance Leave. Leave granted to a Marine with pay and al |l owances,
prior to its accrual, based on the expectation that the anmbunt advanced
will be earned prior to the Marine's separation or in the case of a Marine
who has executed a first extension of enlistnent, prior to the effective
date of that extension.

c. Annual Leave. Leave granted in execution of a conmand s | eave
program chargeable to the Marine's | eave account. This is also referred
to as "ordinary | eave."

d. Conval escent Leave. Non-chargeable | eave granted for a period of
aut hori zed absence to Marines under nedical care for sickness or wounds
and not yet fit for duty, which is part of the treatnment prescribed to the
Marine. This is also referred to as "sick |eave."

e. Delay En Route Leave. Chargeable |eave taken in connection with
travel, either PCS or TDY, including a consecutive overseas tour (COI).

f. Enmergency Leave. Leave granted for a personal or fam |y energency
requiring the Marine's presence. It is chargeable to the Marine' s | eave
account .
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g. Environnental and Mrale Leave (EM). Leave granted in
conjunction with environmental and noral e | eave program established at
an overseas installation where adverse environmental conditions require
speci al arrangenents for leave in nore desirable places at periodic
intervals. The | eave taken under the EM. programis ordi nary | eave
chargeabl e to the service nenber’s account.

h. Excess lLeave. Leave granted in excess of earned | eave and advance
| eave during which the Marine is not entitled to pay and al |l owances.
Cenerally, a negative | eave balance at the tinme of release fromactive
duty, discharge, first extension of enlistnment, desertion or death, shal
be consi dered excess | eave without regard to the authority under which the
| eave resulting in the negative bal ance was granted.

i. Foreign Leave. Annual or energency |eave granted for the purpose
of visiting or which will involve traveling though countries or places
other than the country or place in which the Marine has a duty assignment.
Such leave is chargeable to the Marine's | eave account except for periods
of travel as described in PARAGRAPH 2012.5 for Energency Leave.
Instruction for leave in foreign countries is contained i n PARAGRAPH 2024.

j. Gaduation Leave. Leave granted as a delay in reporting to the
first duty station in the case of a graduate of a service acadeny who has
been appointed a conmi ssioned officer in the Marine Corps. It is not
chargeable to the Marine' s | eave account.

k. Reenlistment lLeave. Leave granted to enlisted Marines incident to
reenlistment. It is chargeable to the Marine' s | eave account.

. Rest and Recuperation (R&R) Leave. Leave granted in conjunction
with R&R prograns established in areas designated for hostile fire or
i mm nent danger pay. Operational nmilitary considerations prevent the
full use of ordinary annual |eave prograns for R&R Leave granted in
connection with authorized R&R progranms is chargeable to the Marine's
| eave account.

m Terminal Leave. Odinary |eave chargeable to the Marine’'s | eave
account to assist separating service nenbers with their personal affairs.
Also referred to as "retirenent or separation leave." This is a fina
| eave i mredi ately prior to separating, discharge, transfer to the SMCR or
retirement.

6. Liberty. Any authorized absence granted for short periods to provide
respite fromthe working environnent or for other specific reasons, at the
end of which the Marine is actually on board or in the | ocation from which
the Marine regularly comrutes to work. This includes regular and specia
liberty periods.

a. Reqular Liberty. A liberty period, not to exceed 3 days, usually
comencing at the end of normal working hours on a given day and expiring
with the start of normal working hours on the next working day. Public
hol i day weekends and public holiday periods or days which, by direction
of the President, are extended to exceed 72 hours, are regular liberty
peri ods.

b. Special Liberty. Liberty granted outside of regular liberty for
unusual reasons, such as, but not limted to, conmpensatory tinme off,
energencies, to exercise voting responsibilities of citizenship, for
observance of major religious events requiring the individual to be
continuously absent fromwork or duty, or for special recognition
Special liberty shall not exceed 3-days, except in the case of specia
4-day liberty.
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c. Three-day Liberty. A special liberty period comencing at an hour
designated by the commander and expiring 3 days later. It is designed to
give the Marine 3 full days absence fromwork or duty, usually beginning
at the end of normal working hours on a given day and expiring with the
start of normal working hours on the 4th day (e.g., from Monday evening
until Friday norning). When a 3-day liberty enbraces only regular |iberty
time, such as a Saturday, Sunday, or a Mnday or Friday national holiday
(when schedul ed working hours are not included), the time off is treated
as regular liberty.

d. Four-day Liberty. A special liberty period comencing at an hour
designated by the commander and expiring 4 days later. It is designed to
give the Marine 4 full days absence fromwork or duty, usually beginning
at the end of normal working hours on a given day and expiring with the
start of normal working hours on the 5th day and includes at |east 2
consecutive nonwork days (e.g., from Wdnesday afternoon until Monday
nor ni ng) .

7. Sick in Quarters. A status wherein a Marine is excused fromduty for
treatment or nedically directed self-treatnment at home, in the barracks,
or other nonhospital facilities. This shall be prescribed by conpetent
medi cal authority and not be an "after the fact” deternmination. The

el apsed tinme necessary to return the patient to a duty status should
general |y not exceed 3 days.

8. Loco Parentis. A person who stood in place of a parent to the Marine
24 hours a day for a period of at |east 5 years before the Mari ne becane
21 years old or entered the Marine Corps. The person nust have provi ded
the following: a hone, food, clothing, medical care, and other
necessities as well as furnished noral and disciplinary gui dance and
affection. A grandparent or other person normally is not considered to
have stood in place of a parent when the parent also |lived at the sane
residence. Neither is a person considered in |oco parentis for performng
babysitting or providing day care service.
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